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play: dialog boxes for logging on or connecting to the network, web-based forms for filing 
out expense reports, filled-in dialog boxes for configuring access to company e-mail, and 
so on. 
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For more information on adding screenshots to your presentation, see "Capturing and Insert- 
ing Screenshots" on page 174. 

Other content options include tables and charts. In PowerPoint, tables follow the same 
concept as they do in Word, except, instead of being inserted in line with text (at a para- 
graph mark), they are stand-alone objects that exist in placeholders and can be resized and 
moved just like images. 

For more information on adding a chart to your presentation, see "Displaying Data Graphi- 
cally with Charts" on page 179. 

Finally, your PowerPoint content can include video and audio, an option not readily avail- 
able in the other Office programs. 

Inserting Graphics 

As in other Office programs, you can insert content from the Insert tab. But PowerPoint has 
something the other programs don't have — layouts. In fact, many of the layouts contain a 
placeholder for "content." This generic term is used because content can mean any one of 
six options, including Table, Chart, SmartArt, Picture, ClipArt, or Media Clip. 

Figure 18-16 shows the content options displayed inside a content placeholder. To insert a 
content type, click the associated icon. The three icons in the top row allow you to insert a 
table, chart, or SmartArt object. The icons in the bottom row are for pictures, clip art, and 
media clips. 
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Figure 18-16 Clicking any one of the six content icons is akin to clicking the same option on the 
Insert tab, only quicker. 

In any layout with a content placeholder, you can also insert text by clicking inside the 
placeholder, away from the content icons. 
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Working with Graphics 



The term "graphics" in PowerPoint encompasses tables, pictures, clip art, screenshots, 
shapes, SmartArt, and charts — all of which can be inserted from the Insert tab. As you 
add graphics to your presentation, remember to use Office 2010 tools and image 
enhancements. 

For example, when you have multiple objects on one slide, use the Selection pane (on the 
Home tab, in the Editing group, click Select, and then click Selection Pane) to work with 
them. In the Selection pane, you can give each object a descriptive name — like "Penguin 
Pic" instead of "Content Placeholder 4." This is also a useful place to select an object that is 
stacked on top of or below another, because it can be difficult to isolate the one object you 
need to work with. 

For details about selecting, positioning, and resizing graphics, see "Working with Drawing 
Layers in Office Documents" on page 150. 

Then, use the new artistic textures to add interest to your images. With Live Preview 
thumbnails in the gallery, you can see what effect the changes have on your picture before 
you make your final selection. 

In Office 2010, you now have the option to customize any photo by cropping out 
unneeded elements and removing the photo background altogether. 

For information about cropping, color correction, and artistic effects, see "Making Your Pic- 
tures Look Great" on page 163. 

For keeping multiple objects in order, use the alignment options on the Format contextual 
tabs. They give you several options for aligning one object on the basis of another object's 
position. A more visual way to see this alignment is by adding an on-screen grid: select 
View Gridlines from the Align option on the Format tab. 

Enabling the grid adds vertical and horizontal dotted lines to your presentation in Normal 
view. This way, when you move objects, there's no guesswork as to whether they're lined up 
with any other object on the slide. 

The grid's spacing is set in the Grid And Guides dialog box, shown in Figure 18-17. You can 
change this setting by selecting Grid Settings from the Align option on the Format tab. 
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Grid and Guides 
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Figure 18-17 Use the Grid And Guides dialog box to display a grid on the screen. This helps 
when aligning objects and controls whether you see the smart guides when objects are aligned. 

Even without the grid, you'll see smart guides pop up when you move one object within 
close proximity of another. This is PowerPoint's way of telling you that the object you're 
moving is aligned with another object already on the slide. These smart guides can be dis- 
abled in the Grid And Guides dialog box. 
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Combining multiple shapes 

Combining shapes is based on the principles of Boolean geometry, but don't let that 
scare you away. This feature is a nice workaround when the Freeform drawing tool just 
isn't getting you the specific shape you need. Long ago (in PowerPoint 2003, to be spe- 
cific), the Combine Shapes command was on the default toolbars. In PowerPoint 2010, 
you have to dig a little for it, but it's still available. Click the arrow at the end of the 
Quick Access Toolbar, click More Commands, and then choose Commands Not In The 
Ribbon from the Choose Commands From list. Select Combine Shapes from the list of 
commands, and then click Add. 

This command has four options. Both the Shape Subtract and Shape Intersect options 
remove portions of selected objects. Where two objects are stacked, Shape Subtract 
removes the area from the bottom object that the top object covers, while Shape 
Intersect removes everything except the area where the two objects overlay. The Shape 
Combine and Shape Union options both unify, or flatten, selected objects. Shape Union 
merges two objects into one using the outside edge of all selected objects as the basis 
for the new object. Shape Combine merges the selected objects by cutting out any area 
where the two selected objects overlap. 



Adding Graphics and Video Clips 605 



Working with Video 

Video clips can be embedded in your presentation. Embedding a video clip eliminates the 
need to send or store additional files with your presentation. But doing so increases your 
overall presentation's file size, which could lead to performance issues. Another option is to 
link to a video stored in a generally accessible location (like the Internet or your hard drive). 

Inserting Video 

To embed a video, click Video on the Insert tab (in the Media group at the right side of the 
tab), and then click Video From File, as shown in Figure 18-18. Choosing Video From Web 
Site gives you a dialog box that lets you paste a link to a video stored on a website such as 
YouTube or Hulu. The Clip Art Video option gives you access to video stored within the Clip 
Art Gallery. 
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Figure 18-18 Clicking Video From File allows you to embed a video or create a link to a video 
stored locally on your computer. 

Clicking Video From File doesn't mean you have to embed a video in your presentation. 
When you select the video in the Insert Video dialog box, click the arrow next to the Insert 
button and choose Link To File. The video looks like it's embedded, but your presentation 
file size won't be significantly affected. 

You can insert animated GIF files as well as other standard video formats. PowerPoint also 
supports QuickTime and Flash videos, although playing back either of these formats prop- 
erly requires that you install separate, stand-alone players for QuickTime and Flash. 

Note that when you insert a Flash file, you lose a few key features. For starters, you can't 
use special effects and fade or trim options on a Flash file. Additionally, you don't have the 
ability to compress your file size with embedded Flash files as you can with embedded files 
using video formats such as Windows Media Video or QuickTime. 

Editing Video 

New in PowerPoint 2010 is the ability for you to make edits to videos that have been 
embedded in or linked to your presentation. One of the first features you'll notice is the 
video control panel that shows up at the bottom of inserted videos in both Normal view 
and Slide Show view. On this panel, you can play or pause your video, jump to a specific 
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section, and adjust the volume. For times when you prefer to not show the video control 
panel during a presentation, you can remove this panel from Slide Show view by clearing 
the Show Media Controls check box in the Set Up group on the Slide Show tab. 

Unfortunately, you'll often have access to a video that has dead space at the beginning or 
end or is simply too long for your presentation's needs. For these instances, click Trim Video 
(in the Editing group on the Playback tab under Video Tools). 

Figure 18-19 shows a 24-second video that has been trimmed to just 10 seconds by shav- 
ing time off both the front and back of the embedded video. 
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Figure 18-19 Set your video start and stop times by entering times directly in the boxes or by 
dragging the start and stop points on the timeline. 

Actually, the Playback tab under Video Tools offers several options for controlling how your 
video appears during your presentation, including fade in and fade out options, playback 
looping and rewind, and the ability to play the video in full-screen mode. There's also an 
option that allows you to hide your video in Slide Show view when it isn't playing. The only 
problem with this option is that if the video playback isn't triggered by an automatic ani- 
mation, you have no way of accessing the video during your presentation. 

Another option on this tab allows you to add bookmarks, which are points in your video 
and audio files that you save for easy access later. Bookmarks allow you to jump to specific 
audio or video segments within a larger media file and also to start animation effects based 
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on the bookmarked position. To bookmark one or more areas of a video while the video is 
playing (in Normal view), click Add Bookmark on the Video Tools Playback tab as soon as 
you reach a spot you want to bookmark. 

Bookmarks are noted by small circles that appear on the control panel. To remove a saved 
bookmark, click it once, and then click Remove Bookmark on the Video Tools Playback tab. 

For more information on setting animation effects, see "Adding Emphasis with Animations" 
on page 615. 

Working with Audio 

Like video, audio clips can be embedded in your presentation. Although they should be 
used sparingly, they can be a godsend under certain circumstances, such as when you want 
to play back the new commercial jingle your company will be using or share a clip from 
an interview for a report you're presenting at school. Another productive use of recorded 
audio is adding comments to slides you're reviewing or adding narration for a presentation 
that might run unattended at a kiosk. 

Inserting Audio 

In PowerPoint 2010, you can insert audio from a file or from the Clip Art gallery; with the 
right equipment, you can record audio directly to your computer. To embed audio, click 
Audio in the Media group on the Insert tab, and choose Audio From File. As with video, 
clicking Audio From File doesn't necessarily embed the audio file in your presentation. 
When you select the audio file in the Insert Audio dialog box, click the arrow next to the 
Insert button and choose Link To File. 

To use the Record Audio option, you need to have a microphone set up before you open 
the PowerPoint program. Then, work with the Record Sound dialog box shown in Fig- 
ure 18-20. 

r- Type a name for your recording 
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Total sound length: 5.4 
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Figure 18-20 You need a microphone or other audio input source to record a narration or other 
sound file for a presentation. 
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Another way to add audio to your presentation is to record narration. For details, see 
"Recording Narration" on page 632. 

Editing Audio 

The options for editing audio are quite similar to the options available for editing video. In 
fact, they're even located on nearly the same Playback tab. Just as with video, when you're 
working with audio, you can add or remove bookmarks, trim audio start and stop points, 
set fade in and fade out locations, hide the audio during the slide show (just be sure the 
audio plays on an automatic animation), and loop or rewind the clip. 
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Before you're ready to deliver a presentation, there are some last-minute design changes 
you can make beyond slide layouts. Design is often the first thing people try to work with 
in PowerPoint, but it really should be the last. Ideally, you want to get the core of your 
message down first. The design changes you make will affect much of what you've already 
entered, but they shouldn't cause you to rework your message. In short, the design should 
fit your message, not the other way around. 

Formatting Text 

Formatting PowerPoint text isn't any different from formatting text in a program like Word. 
You select the text and then use the formatting options on the Home tab or the Mini tool- 
bar. PowerPoint allows you to format all or just selected pieces of text within a text box. 

To format all the text inside an individual placeholder, click once inside the placeholder, and 
then press Esc. This selects the placeholder as an object. Now, any formatting changes you 
make affect all the text inside the selected placeholder. Pressing Esc one more time removes 
the placeholder selection altogether. 

For more information about formatting text, see "Applying Text Formatting" on page 123. 

Setting Page Layout Options 

Because PowerPoint is intended primarily for on-screen use, you'll find very few page setup 
options. In fact, there are only two of note: Slide Orientation and Headers & Footers. 

A slide's orientation can be either portrait or landscape and is defined on the Design tab in 
the Page Setup group. The option you select affects all slides within the same presentation. 
In other words, you can't mix slides of different orientations in the same presentation file. 
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Create a slide show that mixes orientations 



You know how we just said you can't mix slides of different orientations in a presenta- 
tion? That's technically true, but there is a workaround in the event you need to show 
a few slides in a different orientation from those in the rest of the deck. The trick is 
to link two different slide shows, each created using a different orientation. Create an 
object on the first slide that you can click while in Slide Show view. With that object 
selected, click the Action command on the Insert tab. On either tab (Mouse Click or 
Mouse Over), choose Other PowerPoint Presentation from the Hyperlink To menu. On 
the last slide of the second presentation, create a similar object with an action that 
returns to the first presentation, at the slide immediately following the one where 
you left. (For more on how to create action settings, see "Inserting Action Buttons" on 
page 675.) 



For presentations that will be making their debut on the big screen — or at least in a wide- 
screen format — you might need to adjust the aspect ratio. For example, you might want to 
change this setting if you discover that you'll be presenting your senior project on a wide- 
screen display in the auditorium instead of a standard-definition TV in the teacher's lounge 
as you originally planned. Most presentations are formatted using a 4:3 aspect ratio, which 
was originally designed to display well using an 800x600 resolution on an old-school SVGA 
computer monitor or projector, or a standard-definition TV. On a widescreen display, the 
aspect ratio is typically 16:9 (for a 1080p or 1080i HDTV with a native resolution of 1920 x 
1080) or 16:10 (for computer monitors with a native resolution of 1920 x 1200). 

To make this crucial change, use the Page Setup dialog box, which you can access from the 
Design tab. As shown in Figure 18-21, you can adjust your presentation's aspect ratio using 
the Slides Sized For list. 
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Figure 18-21 Adjust the page size for a printed presentation and the on-screen aspect ratio in 
the Page Setup dialog. 
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In this same dialog box, you can adjust the orientation of your slides, notes, and handouts 
or define a specific width and height. 

CAUTION 

Adjusting a presentation's aspect ratio after content has been added can wreak havoc. 
For example, images that looked fine at a 4:3 aspect ratio appear squashed when you 
switch to 16:9. If possible, determine your final presentation format before graphics 
and other media are placed on your slides. Otherwise, allow yourself time to modify 
these items after a new aspect ratio is applied. 



An additional page setup option you can use on your slides is headers and footers. These 
small lines of text help keep you and your audience focused on where you are in the pre- 
sentation by inserting slide numbers. They can also add the date and time or other custom 
text that you set. 

To customize the header and footer for the current slide and for all slides, click the Header 
& Footer option on the Insert tab. Use the Header And Footer dialog box, shown in Fig- 
ure 18-22, to set your preferences. Click Apply to add your settings to the current slide or 
Apply To All to add your settings to all slides in the presentation. 
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Figure 18-22 Click Apply To All to add the header and footer customization to all slides; select 
Don't Show On Title Slide to eliminate the customization from any slide formatted with the Title 
Slide layout. 
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You can also edit the header and footer at the bottom of Backstage view's Print menu by 
clicking the Edit Header & Footer link. This brings up the same dialog box shown in Fig- 
ure 18-22. 

Applying Themes 

Whether you're designing a presentation for this year's PTA fundraiser or creating a project 
status report, applying a theme can save you considerable design time. As in other Office 
programs, themes store related sets of fonts, colors, and graphic effects that affect all slides 
in a presentation. 

But in PowerPoint, themes also bring along background colors and images as well as cus- 
tomized slide layouts. Because of this, themes are ideally suited for on-screen presentations. 

The same themes you see in other Office applications on the Page Layout tab are located in 
PowerPoint on the Design tab. The Themes gallery is shown in Figure 18-23. 



This Presentation 



' 



Aa 



Aa 



£ a .. 



Act 



P\a II I W W^^ \A* — Aa 

■■■■ ■a ja 1 ■■■■■■ 

Aa Aa 



Enable Content Updates from Office.com.. 
Browse for Themes... 
Save Current Theme... 



Figure 18-23 Themes in PowerPoint provide fonts, colors, and graphic effects, just as in other 
Office programs. In PowerPoint, they also provide background graphics and slide layouts. 
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When you hover your mouse over a theme, you'll see the familiar Live Preview functional- 
ity, and you have the option to customize and save themes here that become available in 
your other Office programs. Themes bring a consistent visual look to all of the slides in your 
PowerPoint deck. 

CAUTION 

Printing slides with lots of color applied not only takes a ton of ink, but it can make the 
text difficult to read. The Apex and Elemental themes, for example, are lovely to look 
at on the screen but can be a muddy mess when printed on a black-and-white printer. 
To avoid the problem, select Grayscale or Pure Black And White when you print. For 
details, see "Creating Notes and Handouts" on page 642. 



Although applying a theme is fast, the downside is that it affects all slides in a presentation. 
For an individual slide, one way to get rid of graphics associated with a theme is to use the 
Hide Background Graphics check box on the Design tab. Selecting this option removes all 
graphic objects — those that are part of the master slide (including objects you may have 
added outside the theme), and those that are associated with a theme from the current 
slide. This setting must be enabled on a slide-by-slide basis, although you can save yourself 
some time by selecting multiple slides before enabling the option. 

For more information on how themes work in Office, see "Using Office Themes" on page 185. 

Adding Backgrounds 

For more control over the color and design of your slides, you can set your own back- 
ground, made up of colors, clip art, images, or patterns. One major benefit to defining your 
own background is that it can be applied to a specific slide and doesn't automatically affect 
all slides in the presentation. 

Backgrounds are customized from the Background Styles option on the Design tab. From 
this menu, you can customize the background for all slides in your presentation by choos- 
ing any of the color styles listed. To add your own images or other design elements (such 
as a company logo or a corporate sponsor mention), click the Format Background option 
at the bottom. Figure 18-24 shows the Format Background dialog box you see when you 
customize a slide's background. 



n 

If you insert a file, once the file has been inserted, you'll see a live preview of the image on 

the current slide behind the Format Background dialog box. Use that preview to customize 
the offset (under Tiling Options). This helps you place the image in the most appropriate 
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location based on the slide content. Then, for a watermark effect, use the Transparency 
slider. 
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Figure 18-24 Use the Format Background dialog box to specify the type of background you 
want to create: solid or gradient fill, picture or texture fill, or a pattern. 

Clicking Close applies your settings to the current slide. Alternatively, you can click Apply 
To All to add the custom background to all slides in the presentation. Note that when a 
custom background is applied to all slides, you lose the Reset Slide Background option at 
the bottom of the Background Styles menu). To remove the background from all slides, 
you need to customize another background or choose Style 1 from the Background Styles 
menu. In this case, selecting a design theme simply overlays the theme on top of the cus- 
tomized background. 

For more information on picture corrections, picture color, and artistic effects, see "Making 
Your Pictures Look Great" on page 163. 
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Polishing and Delivering a Presentation 



Adding Emphasis with Animations 615 Delivering a Live Presentation 633 

Using Transitions Between Slides 629 Creating Notes and Handouts 642 

Planning and Rehearsing a Presentation 631 

In any of your audiences, it's likely that you'll have a mix of verbal and visual learners, 
and you want to present to both learning types. That's why you include a blend of text 
and media in your slides. But even with pictures and graphics, your presentation can still 
look static. 

What on-screen presentations really need is movement. You can add this motion to your 
presentations in the form of content animation and slide transitions. While activity is good 
on-screen, it doesn't do much for printouts like audience handouts or speaker notes. These 
often need some added punch, too. 

Then, there's your delivery. Will you deliver to a live audience and be forced to resur- 
rect long-buried opening jokes? Will the presentation run by itself unattended, relying 
on recorded narration or lots and lots of text to get your message across? Will it be used 
as a platform to deliver information in a one-on-one setting, like a presentation that new 
employees must watch before they're given the code to the front door? 

In this chapter, we show how you can build on existing presentations to add a level of 
interactivity through animations and transitions. Then we look at the steps for planning, 
rehearsing, and delivering a live presentation. 



Adding Emphasis with Animations 



Consider this scenario: You just spent the better part of the last few days building the basis 
for your company's new hire orientation. It includes all the pertinent details — like security 
protocol, holidays and vacation time, and the lowdown on the company big wigs. You even 
found a few graphics and a design theme that work well with your content. So, what's the 
problem? All the information is there, but that's it. It's just there. It's boring. 

What your presentation lacks you can make up for with a little creativity and some content 
animation. For example, is it necessary to fill a slide that lists security protocols just with 
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text? Does your audience need to remember all 100 words, or can you summarize it in one 
really big, animated word supplemented with some audio narration? If you have a bulleted 
list, does your audience need to see the whole list at the same time, or can you show just 
one item at a time? 

Think outside the box. With animation, you don't need a separate slide each time you want 
to show something on the screen. You can control which objects appear when and for how 
long. Objects can have multiple animations assigned to them, each with its own trigger and 
timing. 



Need a Little Inspiration? 

Animation is best experienced and not read about; you'll learn more by doing and seeing 
than by reading. For a little inspiration, view the Five Rules presentation by clicking File, 
New, Sample Templates, Five Rules, Create. 

This presentation was developed to inspire you with some well-placed animation, slide 
transitions, and narration. After you open it, watch the entire presentation in Slide Show 
view so you can get the full experience. Then, switch to Normal view and use the tech- 
niques in this chapter to see how the dynamic animation and transitions create what looks 
much more like a video than a presentation. 

Adding Animation 

When you're ready to add your own animations, use Normal view and the Animations tab, 
which is shown in Figure 19-1. 
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Figure 19-1 From the Animations tab, you can add, remove, and customize animation effects 
and timing. 

Note that animation effects are set in Normal view and seen in Slide Show view. However, 
there is a Preview option on the Animations tab that lets you see the animation in action 
while you're working in Normal view. 
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For more information about working in Normal view, see "Presentation View Options" on 
page 584. For more information about working in Slide Show view, see "Delivering a Live Presen- 
tation" on page 633. 

5— 

CD 

There are several types of animations you can apply to selected objects by using the Add 
Animation option on the Animations tab, including entrance, emphasis, exit, and motion 
paths. 

• Entrance controls how an object first appears on a slide. 

• Emphasis sets animation on an object already on a slide. 

• Exit defines how an object leaves a slide. 

• Motion paths are the most customizable and allow you to define a specific direc- 
tion or path that an animated object follows. This effect works well for nonstandard 
motions, such as along a curve. 

Using each animation effect or a combination, you can bring life to your slide's objects. You 
can use animation to stack objects, minimize the amount of text your audience reads at any 
given time, catch your audience's attention, or mimic a video (as the Five Rules template 
does). For example, you could use an entrance effect to bring text onto a slide, an emphasis 
effect to change the color of the text, and then an exit effect to remove it to make room for 
the next set of text items you'll talk about. 

When you click Add Animation, the Animation gallery, shown in Figure 19-2, shows you 
several available animations. 

Although the Animation gallery shows a fairly large list of animations, there are too many 
to display in one gallery. To see all available animations, you need to select the type of 
animation you want to apply from the set of More links at the bottom of the gallery. The 
resulting dialog box lists all available animations for the selected type. If you move the 
dialog box to the side and then select an effect, you can see a preview of it on the selected 
object back on the slide. This way, you can still preview the effect before you make your 
final decision. 
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Figure 19-2 Set a selected object's animation effect from the Animation gallery. You can assign 
multiple animations to an object. 

Layering Animation Effects 

Like we said, animation is best experienced. Toward that end, let's walk through an example 
to see how animation works. Figure 19-3 shows a slide ready for animation. 

Right now, the slide looks like a jumbled mess with all the layered content. That's where 
animation comes in. We'll use animation to control how and when each of these objects is 
displayed on the screen and when each leaves. This way, to the viewer, the slide looks like a 
seamless video. In this example, the slide begins with the text and employee pictures along 
with prerecorded narration. 

For more information about recording narration on a slide, see "Recording Narration" on 
page 632. 
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Figure 19-3 Before animation is added and timed, objects on a slide might look like they're sit- 
ting on top of one another. Properly orchestrated animation removes this impression in Slide 
Show view. 

The first animation is easy. You select the text box with the bulleted list, click Add Anima- 
tion on the Animations tab, and select an entrance effect. For this example, we use Zoom. 
Next we'll add the Fly In entrance effect to the image of the man, and then the woman. 
The default direction for Fly In is from the bottom of the slide. For our purposes, that 
works well. 

Note that most animations, like Fly In, have their own set of effect options. You have access 
to the available effects after you apply the animation. You can see an applied animation's 
effects by clicking Effect Options on the Animations tab. The options vary depending on 
the animation, but they often include an animation direction. In the case of a text box, you 
also get the option of animating all the text at once, as one object, or as a paragraph. 
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Animate a SmartArt object 

After you apply an entrance effect to a SmartArt object, you can use the Effect Options 
menu on the Animations tab to specify whether the object is built all at once or with 
each element "one by one." Apply the One By One setting to see each bullet or level 
displayed separately, one at a time. 
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The next items to appear on the slide are the small images next to each of the bulleted 
list items. Select all three by using the Ctrl key and then apply the Float In entrance effect. 
Finally, we need to set the Appear entrance effect for the viewer instructions and the three 
arrows. A selection technique that works well here is to drag around the objects you want 
to select, effectively "lassoing" them with your mouse, as shown in Figure 19-4. 




Figure 19-4 Only objects that are completely surrounded by your "lasso" are included in the 
selection. In this figure, only the viewer instructions text box and three arrows are selected. The 
lasso technique is a good way to select small or layered objects. 

Unlike in previous versions of PowerPoint, in PowerPoint 2010, all animations must be 
added using the Animations tab. Once animations are added, you can display the Anima- 
tion pane, shown in Figure 19-5, by clicking the Animation Pane option on the Animations 
tab and then edit animations that have been set up. 
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Assign names to objects 

If you see a list of generic names in the Animation pane, open the Selection And Visibil- 
ity pane (click the Home tab, and in the Editing group click Select, Selection Pane), and 
rename your slide objects. For more information on renaming objects using the Selec- 
tion And Visibility pane, see "Working with Multiple Graphics and Pictures" on page 152. 
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With the Animation pane, you can reorder your animations, preview them, and modify their 
timing and effect options. Numbers in the Animation pane correspond to numbers dis- 
played next to the animated object on the slide. You can click a number in either place to 
highlight the corresponding number in the other, making it easy to find a particular anima- 
tion in the list or on the slide. 
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Figure 19-5 Objects are identified in the Animation pane by their assigned name. 



TROUBLESHOOTING 

Options in the Animation pane are unavailable. 

This typically happens when no animation has been assigned. Remember, all animations 
must be added using the Animations tab. Then you can use the Animation pane to 
work with existing animations. 






U 



It's in the Animation pane that you can remove animations you added by using the Ani- 
mations tab. To remove an animation, click the arrow next to the animation, and choose 
Remove from the menu. If you want to change an existing animation to a different anima- 
tion, you need to use options in the Animation group (click Animation Styles or choose 
from the gallery), not the Add Animation tool. From there you can change the animation 
effect that has been applied without needlessly adding additional effects. To fully work with 
animations, you need to switch back and forth between the Animations tab and the Anima- 
tion pane. 
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After an effect has been applied, going back to the Animation gallery to change it 
applies another animation to the same object. Use the Animation Styles option in the 



Animation group to modify a selected animation. 



Setting Animation Timing 

In our example, we've successfully set how each object should appear on the slide. Further, 
by adding the animations in the order we want them to occur, we saved the step of having 
to reorder them later (from either the Animations tab or the Animation pane). 

By default, each newly added animation is set to appear "on click." But for some animations, 
it's nice if they simply happen. For instance, for our text placeholder with three bullets, we 
don't want to have to click to make each new bullet appear. Instead, we can time these bul- 
lets so that they enter the slide automatically. 

These types of timings can be set for an entire text box, but when the effect option is set to 
show by paragraph, the text box has a separate animation for each paragraph. This means 
you have to select all the affected animations before you change the start and duration. 
You can do that by selecting the entire text box (not just clicking inside it), or by using the 
Ctrl or Shift keys to select the affected animations in the Animation pane. (You can see how 
properly naming your slide objects comes in handy.) 

On the Animations tab, you work with options in the Timing group, shown in Figure 19-6, 
to control animation timing. To have selected animations occur automatically, one after 
another, click the arrow next to the Start option and choose After Previous. Choosing With 
Previous displays all selected animations on the slide at the same time. 
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Figure 19-6 Use the Start, Duration, and Delay options on the Animations tab to control when 
an animation begins and how long it lasts. 
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The Duration option in the Timing group affects the selected animation and is separate 
from slide timings. In our three-bullet text placeholder example, the current animation is 
an entrance effect that displays the text one paragraph at a time and starts with the After 
Previous setting. So far, so good. 

Unfortunately, the default duration is only half a second. PowerPoint divides the duration 
by the number of objects it needs to display and evenly spaces out the animations. This 
often means that your text shows up too quickly and doesn't match the pace of your pre- 
sentation or the slide's background narration. To allow more time between the appearance 
of each bullet, you can increase the duration. 

In addition to adequately spacing out your text displays, another benefit to setting text to 
be built by paragraphs is that you can insert other objects you want to display in between 
bullets and then use the Reorder option at the bottom of the Animation pane to adjust the 
animation sequence. You can use the Move Earlier and Move Later options on the Anima- 
tions tab to achieve the same effect. 

Figure 19-7 shows the sequence in which the animation will appear. 

(l) First line of text zooms in 



New Hire Orientation 
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Figure 19-7 You can reorder animations from the Animation pane or in the Timings group on 
the Animations tab. 
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One final option related to animation timing is delay. In the Delay box, specify (in seconds) 
how long the animation should wait before appearing on the slide. A delay is helpful if the 
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narration needs time before the next object appears or if you don't want the presentation 
to feel rushed. The speed of an animation can evoke a feeling. For example, a fast entrance 
can convey a sense of urgency, while a slow-moving object can represent a delay or even a 
feeling of yearning or reminiscence. 

To learn more about setting slide timings, see "Planning and Rehearsing a Presentation" on 
page 631. 

In Slide Show view, animations follow either your mouse click or the animation timings that 
you define. For animations that are set to advance on a mouse click, you can also use the 
keyboard shortcuts you use to advance to the next slide. For example, pressing Enter trig- 
gers the next animation or slide, whichever comes first. 
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Pull apart clip art, and then animate it 

Each clip art object is a set of smaller objects pieced together to make up one graphic. 
When you apply animation to a clip art illustration, the only option you have is to build 
it all at once, as one object, unless you take it apart first. Using the Ungroup option on 
the Format tab under Drawing Tools, you can break up an illustration into smaller seg- 
ments that you can apply separate animations to and control their appearance on your 
slides with timings. 

For example, when presenting to a group about teamwork, you might talk about how 
each person is a necessary piece of the teamwork puzzle. A good illustration to use 
in this case is one that shows several interlocking puzzle pieces. Once the illustration 
of the puzzle is inserted, ungroup it to make each piece a separate object. Then, add 
entrance effects to each puzzle piece and set their order and timing. In Slide Show 
view, your puzzle comes together on the slide while you're talking. 



Duplicating Animations with Animation Painter 

As you start working with animations, it becomes clear fairly quickly that a lot of customiza- 
tion can be assigned to just one object. Once you animate one object precisely the way you 
want it — with the right effects, options, and timing — re-creating those steps on a similar 
object can be time-consuming. In PowerPoint 2010, you can use Animation Painter to copy 
animations applied to one object to another. It works on animations the same way Format 
Painter works on formatting. 
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To use this feature, select an object with an animation assigned, click Animation Painter on 
the Animations tab, and then click the object you want to copy the animation to. 

iH 

Animation Painter works well when you're developing complex animations or with objects 
that contain several animation properties. 

u 
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Copy animation settings to multiple objects 

When you click Animation Painter, it stays active until you click an object. If you need 
to copy animation from one object to multiple objects, you can keep Animation Painter 
active until you finish copying. 

After you select the object that holds the animation settings you want to copy, double- 
click the Animation Painter option. Now you can apply the animation settings to as 
many objects as you need to. When you finish, just click Animation Painter once or 
press Esc. 



Triggering an Animation Effect 

For the most part, animations start based on other animations. One follows another, two 
start at the same time, or they wait for a cue from the presenter. Another way to get an 
animation effect to start is through a trigger. Separate from the Start option, triggers can 
be used to display other, hidden objects when the presenter clicks a specific object or 
reaches a bookmark in a video. 

Using a trigger, you can hide a video when it's not playing. You can then set the video's ani- 
mation trigger to play when another object (such as a picture or a text box) on the slide is 
clicked. As an example, our new hire presentation has a video related to security. To set the 
video to play when the security image is clicked, we set the security image as the video's 
trigger. To accomplish this, insert and select the video. On the Animations tab, click Trigger, 
On Click Of, Security Image, as shown in Figure 19-8. 
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Figure 19-8 Triggers can be used to display hidden objects when another object is clicked or 
when a bookmark in a playing video is reached. 
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Overlay text on a video with animation 

You can use text boxes with animation triggers to overlay text on top of a playing video 
at defined bookmarks. This works well to create a closed-captioning effect or to high- 
light specific areas of a video. 

To start, create bookmarks for your video at the points when text should appear. Then 
create a text box, apply entrance and exit animation, and apply a trigger to display the 
text box at a specified bookmark. As soon as the playing video reaches the bookmark, 
the text box animation is triggered. If you want to overlay multiple boxes, be sure to 
set exit animation or define a duration for each text box. Otherwise, you end up with 
text boxes running over the top of one another. 
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Setting Additional Effect Options 



Each animation has various settings and effects that control how the animation appears. To 
preview and select these options, select an animation in the Animation pane, and then click 
Effect Options on the Animations tab. A gallery of effects appears, and as you point to each 
one, a live preview demonstrates the effect. 
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However, these galleries don't include all the available effect options. To see additional set- 
tings, click the dialog box launcher in the lower right corner of the Animation group on 
the Animations tab. Alternatively, click the arrow next to any effect in the Animation pane 
and choose Effect Options from the menu. Either way, a dialog box with two or three tabs 
(depending on what type of object is selected) opens. In this dialog box, you can get more 
specific with your effect timing, appearance, and sounds. 

For example, most animations are set to happen "fast." They come in. They go out. No 
muss; no fuss. To make an animation's movement a little slower, click the Timing tab in the 
effect options dialog box, as shown in Figure 19-9. Next to Duration, select your preferred 
speed from the list. 
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Figure 19-9 The effect options dialog box is different for each type of animation effect. 

The Start, Delay, and Triggers options in the effect options dialog box are the same as you 
see on the ribbon. Two additional options include Repeat and Rewind. 

Under the Repeat option, you can select (or type) a specific number of times for the ani- 
mation to occur, including keeping it going until you click or until the end of the slide is 
reached. This effect works well if you're animating a ball rolling up or down a hill, but it's 
often more annoying than effective when you display an object on the screen over and 
over again. 

If you select Rewind When Done Playing, the object returns to its original size and location 
after an animation is complete. For example, if you use an emphasis animation to increase 
the size of text, setting it to rewind restores the text to its original size. 
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CAUTION 

When you start customizing animation effects, it's easy to select the wrong type of 
animation in the Animation pane because they all look alike. You could end up setting 
the rewind option on a text's entrance effect, which, instead of rewinding the emphasis 
animation, takes the text off the slide altogether. Pay attention to the icon next to each 
animation. Green stars indicate entrance effects, yellow stars indicate emphasis effects, 
and red stars indicate exit effects. 



Figure 19-10 shows the Effect tab in the effect options dialog box for a Grow/Shrink 
emphasis animation. 
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Figure 19-10 The settings on the Effect tab are different for each animation type. 

On this tab, you can customize the size and animation of the text. You can also add a sound 
effect and choose to hide text that has already appeared in the animation. This last option 
is effective when you're showing a bulleted list and want previous bullets to disappear as 
each new bullet is displayed. 
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Use the repeating effect option sparingly 

Used improperly, the repeat effect (which you set by making a selection in the Repeat 
box on the Timing tab of the effect options dialog box) can be more annoying than 
inspiring. But it can be effective in some situations. In the example we use throughout 
this chapter, three arrows appear, prompting the viewer to take an action and click a 
picture. These arrows should remain highlighted until the viewer makes a choice. 

To accomplish this, we set the emphasis animation effect on the arrows to Pulse and set 
the Repeat option to Until Next Click. Then we set the animation start to After Previous 
so that the emphasis and repeating happen automatically. This way, the arrows quietly 
draw attention to themselves just enough to catch the viewer's attention. 
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Using Transitions Between Slides 



Animations affect individual objects on a slide; transitions affect how the slides themselves 
enter the screen in Slide Show view. Like animations, transitions are worthy of their own 
tab. You can assign a transition to any displayed slide by choosing a transition scheme from 
the gallery shown in Figure 19-11. 
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Figure 19-11 The Transitions gallery offers several options and has been relocated to the 
Transitions tab. 
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PowerPoint 2010 includes a few new transitions, and several of the standard transitions 
have been updated to allow slides to enter the screen from any of four directions instead 
of just two. Note also that a few transitions have been removed from the 2010 version of 
PowerPoint. However, transitions no longer available in PowerPoint 2010 that have been 
applied to presentations in an earlier version of PowerPoint still play when the file is viewed 
in PowerPoint 2010. 



Transitions, like animations, are grouped into three categories: 

• Subtle transitions typically slide in from a set direction; they are quick and barely 
noticeable by the audience. Use a subtle transition to create a smooth flow from one 
slide to the next. 

• Exciting transitions are generally more noticeable to the audience than a subtle tran- 
sition. They show one slide leaving the presentation view and another coming in. Use 
an exciting transition to make a more dramatic statement between slides. 

• Dynamic Content transitions are designed to make your slides look like they are 
moving through space as one slide leaves and another enters. 

Once you select a transition, you'll see a preview in both Normal and Slide Sorter views. If 
you miss it, click the Preview option on the Transitions tab to see it again. Each transition 
holds a set of customizable properties that include speed, duration, sound, and — in many 
cases — direction, shape, and format. 

For instance, when you apply the Honeycomb transition, you can modify the default 4.4 
seconds that it takes to move from the current slide to the next, but not much else. But 
when you apply the Shred transition, you can also choose the type of shredding effect you 
want to see by clicking Effect Options. All of these settings are available on the Transitions 
tab, shown in Figure 19-12. 
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Figure 19-12 Use the Transitions tab to apply and customize transition effects for selected slides. 
To apply the same transition to all slides in your deck, click the Apply To All option. 

Remember, when you apply a transition, it affects only the currently displayed slide (Normal 
view) or selected slide (Slide Sorter view). You can select multiple slides before you apply 
your transition settings to affect more than one slide. Press Ctrl as you click to select non- 
contiguous slides, or press Shift and click to select contiguous slides. You can select multiple 
slides in Normal view, although you might find this easier in Slide Sorter view. 
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You can use the Timing options on the Transitions tab to define whether a transition occurs 
automatically after a set length of time or only when the presenter chooses to advance the 
slide (on mouse click). 



Note 

The timing you enter here is independent of the duration you enter on the Animations 
tab. If the total of the timings you set for animation effects is greater than the slide 
duration you enter on the Transitions tab, the animation timings take precedence. 



To remove a transition already assigned to a slide, choose None at the top of the Transitions 
gallery. 

For more information about working in Normal or Slide Sorter view, see "Presentation View 
Options" on page 584. 



Planning and Rehearsing a Presentation 



Preceding every great presentation is usually a lot of practice. The first thing you need 
to determine is what your primary method of delivery will be. Will this be a self-running 
presentation set up for individual viewers or for a booth at a conference? Will you be deliv- 
ering it live before an audience? Will you print your slides? Will your presentation use a 
combination of these options? 

As an example, we'll go back to our new-hire orientation. In most cases, this presentation 
will be run by a new employee who watches the presentation and occasionally clicks to 
advance to a new topic. It's unlikely that the slides will be printed because the pertinent 
information is already contained in the employee handbook. 

An automatic presentation like this brings up a few questions: How long will the pre- 
sentation be? How long should each slide remain on the screen? Will you include audio 
narration? 

Instead of guessing how long each slide should remain on the screen, you can use the 
Rehearse Timings option on the Slide Show tab to make a practice run through the presen- 
tation. As you watch and listen to the presentation in Slide Show view, PowerPoint records 
the time. Each time you click to move to the next slide, the time the last slide was on the 
screen is recorded, and that slide's timing is set. 

For a presentation that runs automatically, it's a good idea to have someone unfamiliar with 
the content use rehearsal mode. This way, you can get a true picture of how long someone 
new to the presentation needs to become familiar with the message on each slide. To start 
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rehearsal mode, click Rehearse Timings on the Slide Show tab. This switches your presenta- 
tion into Slide Show mode and displays the Recording toolbar, shown in Figure 19-13. 
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Figure 19-13 Use the Recording toolbar to see how long each slide in your presentation is on 
the screen. When you finish, you can save or discard the slide timings. 

Once you start the rehearsal, go ahead and practice your presentation aloud or have some- 
one else review the content for you. This gives you a good idea of the pacing to use and 
ensures that each slide is displayed for the right amount of time. 

While working in rehearsal mode, you can also pause at any time to make notes, col- 
lect your thoughts, or answer your phone. Click Resume Recording in the dialog box 
that appears after you pause to start again right where you left off. One great benefit to 
rehearsal is that you get an overall idea of just how long your presentation will last. 

You can end rehearsal mode at any time by pressing Esc. It also ends when you reach the 
last slide in your presentation. In either case, you're given the option of saving the timings 
recorded in rehearsal mode as the actual timing for each slide. 



Recording Narration 

Near the Rehearse Timings option on the Slide Show tab is a feature new to PowerPoint 
2010, Record Slide Show. This option allows you to set the length of time each slide appears 
on the screen — like rehearsing timings — and you have the additional options of recording 
narration and the mouse laser pointer at the same time. 

For example, in our new-hire orientation, we could use this option to reduce the amount 
of text a new employee has to read and supplement what remains with an audio voiceover. 
The Record Slide Show option offers two choices: you can start the recording from the first 
slide or from the currently selected slide. Either way, you first need to decide exactly what 
you will record, as shown in Figure 19-14. 
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Figure 19-14 When you choose to record a slide show, you can record slide and animation tim- 
ings, narrations and the mouse laser pointer, or both. 

Once the recording starts, you use the Recording toolbar shown earlier in Figure 19-13 as 
you would when you're running a rehearsal. 

When you record audio narration for a self-running presentation (one that runs without 
a live presenter), the audio adds depth, making the presentation feel more interactive. 
In addition, recording narration eliminates the need to add a separate audio file to each 
slide from the Insert tab. (For information about inserting and editing audio on a slide, see 
"Working with Audio" on page 607.) 

Enabling the narration option also records your mouse actions when you enable it as a laser 
pointer, which is helpful if you plan to point to specific areas on a slide, like the high point 
on a chart. (For more information about this feature, see "Turning Your Mouse into a Laser 
Pointer" on page 638.) After you record your slide show, the new slide timings are applied to 
each slide. You can see them in Slide Sorter view just below each slide thumbnail, or on the 
Transitions tab in the Timing group. 

Note that when you add narration through the Record Slide Show option, a small speaker 
icon is added to each slide, which indicates that audio narration has been recorded for the 
slide. In Normal view, you can click that icon to hear or edit the audio. However, the icon 
does not appear in Slide Show view because the Hide During Show option is enabled by 
default; you can find this option in the Audio Options group on the Playback tab under 
Audio Tools. 



Delivering a Live Presentation 



The animations are in; transitions are set. It's time to actually present this slide show in front 
of a live audience. It might be to just one new employee, or you might need to present a 
security briefing to the entire company. Either way, you use the Set Up Show dialog box 
shown in Figure 19-15 (click Set Up Slide Show on the Slide Show tab to view the dialog 
box) to define how the presentation will ultimately be delivered. 
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Figure 19-15 Set up your slide show by working through each of the five groups — Show Type, 
Show Options, Show Slides, Advance Slides, and Multiple Monitors — to define how you'll use this 
presentation. 

Each time you get ready to present, use the Set Up Show dialog box to customize how your 
presentation will appear. You can make the following settings: 

• The three options under Show Type determine the availability of other options in 
the Set Up Show dialog box. Presented By A Speaker (Full Screen) provides the most 
options, including Presenter view (if you are using more than one monitor) and the 
ability to change the annotation pen color. If you select Browsed By An Individual 
(Window), you lose both of these options. Choosing Browsed At A Kiosk (Full Screen) 
disables Presenter view and makes the slide show set to loop continuously until you 
press the Esc key. 

• Under Show Options, you specify how the show plays. When Loop Continuously Until 
'Esc' is selected, after your slide show reaches the last slide, it starts the presentation 
again instead of fading to a blank slide. This works well for presentations set to run 

at trade shows or at the front desk to greet customers as they walk into your office. 
Another good use of this feature is a presentation for a school science fair project. It 
cycles through the slide deck until someone tells it to stop. 

If you have recorded narration or applied animations, the next two check boxes allow 
you to disable those features when Slide Show view is activated. Pen Color sets the 
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default pen color for annotations. (This color can be changed during the presentation 
from the shortcut menu in Slide Show view.) Laser Pointer Color sets the color of your 
laser pointer when it's activated during a presentation. For more information, see 
"Turning Your Mouse into a Laser Pointer" on page 638. 
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• Under Show Slides, you can specify a range of slides that play during the presenta- 
tion. This option comes in handy when you need to present just a portion of your 
entire deck. This is a good place to denote a range of slides that make up just one 
or two sections. Keep in mind, though, that the range of slides must be continu- 
ous. Finally, if you have custom shows set up, you can choose the custom show you 
need to play here. For information about custom shows, see "Creating Custom Slide 
Shows" on page 657. 

• Under Advance Slides, you have the option to use slide timings or not. Slide timings 
are set manually on the Transitions tab or automatically by using the Rehearse Tim- 
ings or Record Slide Show options. By selecting Manually, you override all slide tim- 
ings. This way, the presentation animations and slides advance only on the presenter's 
cue. For more information on setting slide timings, see "Planning and Rehearsing a 
Presentation" on page 631. 

• Under Multiple Monitors, you specify whether you want to use Presenter view and, 
if you do, on which monitor Slide Show view should be displayed. With Presenter 
view, you can show your presentation with speaker notes on a different monitor. For 
details, see "Working with Presenter View" on page 638. 

CAUTION 

Before you begin your presentation, check to be sure that the resolution on your com- 
puter matches the resolution of the projector. If they don't match, you can run into 
display issues or your slides might be cropped. You can use the aspect ratio in the Page 
Setup dialog box to correct this at presentation time, although you should try to verify 
this setting well before you arrive for your presentation. You can also change the reso- 
lution by using options in the Monitors group on the Slide Show tab to match a projec- 
tor's settings. For more information about setting the aspect ratio, see "Customizing 
Your Presentation's Design" on page 608. 
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Navigating in Slide Show View 

When working in Slide Show view, you have a fair amount of control over how your slides 
progress. Ideally, your slides have been created in a logical first, next, last order, but some- 
times delivery isn't always as succinct What are your options? Table 19-1 shows the key- 
board shortcuts you can use while delivering a slide show. 

Table 19-1 Shortcut Keys for Controlling a Slide Show 



Action 



Shortcut Key 



Go to the next slide 

Go to the previous slide 
Go to a specific slide 



N, Enter, Page Down, Right Arrow, Down Arrow, 
or Spacebar (also: left mouse click) 

R Page Up, Left Arrow, Up Arrow, Backspace 



number, Enter 



Display a blank, black slide 



Bor. 



Display a blank, white slide Wor, 

Display All Slides dialog box Ctrl+S 



If you need to navigate to a specific slide in Slide Show view, but you don't know the slide 
number, press Ctrl + S to bring up the All Slides dialog box, shown in Figure 19-16. 



PI 



Slide titles: 




2. New Hire Orientation 


— 1 


3. Slide 3 




4. Slide 4 


'- 


5. Slide 5 


\ 


6. Slide 6 




7. Slide 7 




8. Today's Overview 




9. Learning Objectives 




10. New Work 





Last slide viewed 



Figure 19-16 From the All Slides dialog box, you can select the slide to display by using the 
presentation's slide titles. 

A shortcut menu dedicated to Slide Show view appears when you right-click during a pre- 
sentation. Its commands allow you to navigate to a specific slide, show a black or white 
screen, or end the show from any slide, among other options. 
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Note 

To return to the first slide, press and hold the left and right mouse buttons until the 
first slide appears (about 2 seconds). 



Adding Annotations During a Slide Show 

During your presentation, you can create on-screen annotations, which is useful for high- 
lighting certain areas of the presentation without altering the content. Annotations turn 
your mouse pointer into one of three shapes: an arrow, a pen, or a highlighter. 

While using Slide Show view, right-click any slide to display the shortcut menu. From there, 
click Pointer Options, and choose the type of annotation you want. You can also set the ink 
color and specify whether your pointer is hidden or visible while you're presenting (choose 
Pointer Options, Arrow Options). Note that you can change the default color of your slide 
show pen in the Set Up Show dialog box. After selecting Pen or Highlighter, just drag with 
the left mouse button to draw on your slide. 

Each time you advance to the next slide, you need to choose an annotation pointer again. 
When you reach the end of the presentation (or press Esc to stop), you have the option of 
saving the annotations or discarding them, as shown in Figure 19-17. 
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Microsoft PowerPoint 

I Do you want to keep your ink annotations? 

Keep i| [ Discard ] 



Figure 19-17 Saved annotations are converted into drawing objects and saved on each slide. 
Once annotations are saved, you can work with them the same way you work with shapes you 
add in Normal view. 

Turning Your Mouse into a Laser Pointer 

New in PowerPoint 2010 is the ability to change your mouse pointer into something that 
resembles a laser pointer. This option works in both Slide Show view and Reading view, and 
it is probably best used when you're presenting to a large audience, because it allows you 
to point out something on a slide without drawing on the slide or annotating it. 

You need to drive with two hands to show the laser pointer; hold Ctrl and click (and hold) 
the left mouse button. Once you release the mouse button, your mouse pointer returns 
to normal. Although this feature works well and does cause your mouse pointer to mimic 
a laser pointer, it can be cumbersome because it forces you to use the keyboard and the 
mouse together. 

By default, the laser pointer color is red. This can be changed in the Set Up Show dialog 
box, which you reach by clicking the Set Up Slide Show option on the Slide Show tab. 

Working with Presenter View 

Consider this scenario: You're standing in front of a large audience getting ready to make 
your presentation when suddenly you can't remember exactly what you were going to say. 
What if you forget to mention an important point? And what are all those shortcut key 
combinations for moving through a presentation? It's a lot to remember. 

This is where Presenter view can help. When Presenter view is enabled, you can show your 
audience the presentation in Slide Show view (on the projector or a second monitor) while 
you see your slides and notes on your screen, with quick access to annotation tools and 
slide-show shortcuts. This way, you can refer to your notes while presenting, but the audi- 
ence never knows the difference — all they see is Slide Show view. To start, you need to have 
your computer hooked up to a secondary monitor. Then, be sure your system is set up to 
extend your display to that second monitor. Finally, enable the Use Presenter View option 
on the Slide Show tab and select the presentation monitor from the Show On list, as shown 
in Figure 19-18. 
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Figure 19-18 When a second monitor is connected to your system, you can enable Presenter 
View on the Slide Show tab. Be sure to choose the monitor you're sending the presentation to in 
the box just above the check mark. 

After you enable Presenter view, verify that the monitor the audience will see is selected in 
the Show On list on the Slide Show tab. 
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Note 

You can use at most two monitors for a presentation — one for the audience to see the 
presentation in Slide Show view and one for you to see Presenter view. If your multi- 
monitor setup is already configured, all you need to do is select the Use Presenter View 
option. However, if you're connecting to a second monitor for the first time (perhaps 
because you're connecting to a projector in a meeting room), PowerPoint notifies you 
that only one monitor is detected. Click Check in the message box PowerPoint dis- 
plays, and the Display Settings dialog box appears. In that dialog box, configure the 
second display (the exact steps vary depending on which version of Windows you have 
and whether you're using a portable computer) and choose the setting to extend the 
displays. 



Not much happens immediately after you enable Presenter view. You need to start your 
slide show to see the change. Once started, your presentation is displayed in Slide Show 
view on the presentation monitor (the one you selected in the drop-down list). Back on 
your screen, you gain access to the presentation control panel, or Presenter view. 

Presenter view is shown in Figure 19-19. 

It takes only a few minutes to get accustomed to Presenter view. The large slide you see in 
the main window is the same slide your audience sees on the presentation screen. That's 
how you can tell what your audience is viewing. Just to the right is a section that displays 
your speaker notes. You can drag the divider line between these two sections to customize 
how large each pane is. 
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Previous, Pointer options, Slide Show options, Next 



Navigation shortcuts 
cheat sheet 



Figure 19-19 Presenter view offers a behind-the-scenes look at your slides and speaker notes 
and access to slide-show tools. 



Just below the slide is a set of control buttons. Use the arrows to move to the next or previ- 
ous slide in the presentation. When you click the pen, you access the same pointer options 
you do from the shortcut menu in Slide Show view. The Slide Show button displays the 
items on the shortcut menu that allow you to move to different slides and sections. 

In Presenter view, you can also use the slide thumbnails along the bottom of the window to 
jump to a slide. This is helpful when you have a particularly interactive audience that forces 
you to jump through your presentation topics in a nonlinear fashion. 

At the bottom of the speaker notes pane, there's a small Help button. When the button is 
clicked, pertinent slide show keyboard shortcuts are displayed. Just as with the shortcut 
menus, the audience won't see this Help dialog box pop into view. 
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Enable a second monitor for Presenter view 



If you use Windows 7 or Windows Vista, you can quickly switch between monitor con- 
figurations by pressing Windows logo key+R which opens the window shown next. Use 
the arrow keys to select the option you want and then press Enter, or simply click an 
option. 
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Projector only 




And if you're using a portable computer, you have another interesting option: press 
Windows logo key+X to open Windows Mobility Center. 
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Presentation Settings 



When you turn on presentation settings, power-saving features are disabled so that 
your computer stays awake. Even better, system notifications are turned off, so your 
presentation won't be interrupted when someone sends you an instant message or 
your antivirus program thinks it needs to be updated — now! 
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After your presentation is finished, you can close Presenter view like you close any other 
window. Then, when you move back to a one-monitor setup, disable Presenter view by 
clearing the option on the Slide Show tab. 
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PowerPoint, of course, is designed around presentations that are displayed on a monitor or 
projector. But you'll sometimes want to print your presentation. Why? 

Slides are printed for a number of reasons. They make great notes for the presenter so you 
don't lose your place mid-presentation. More important, they provide a record that audi- 
ences can take home and review. 



The print options in PowerPoint are somewhat different from the ones in other Office pro- 
grams. To see the available options, click File to open Backstage view, and then click Print. 
You can print each slide on a separate page or squeeze as many as nine slides on each 
sheet of paper. Click the second button under Settings to display the layout options shown 
in Figure 19-20. 
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Figure 19-20 From this menu, you can also add a border around each printed slide by selecting 
Frame Slides. 



The options are separated into two categories: Print Layout and Handouts. The options 
under Print Layout are generally for the presenter's use. The Notes Pages option prints an 
image of a slide and the speaker notes for that slide. The Handouts options, as the name 
suggests, apply to audience handouts. They show just the slides, with blank lines for note 
taking in some layouts. 
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Printing Notes 

Although the speaker notes are intended for the presenter, that doesn't mean you can't 
print the notes pages for your audience. It's actually not a bad idea. You can add a lot of 
formatted content to the speaker notes area, including graphics. But before you print your 
notes, consider whether Presenter view might work as well. In Presenter view, you still have 
access to all your speaker notes, but you won't kill a tree printing them. 

To print notes pages, from the menu shown in Figure 19-20, select Notes Pages. 

To learn how to customize your notes page, see "Customizing Other Masters" on page 669. 
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Printing Handouts 

When you print notes pages, you have only one option. But nine different print layout 
options are available for handouts. Printed handouts are designed mostly as takeaways for 
your audience, and the layouts provide varying numbers of slide thumbnails per page. 

Figure 19-21 shows the 3 Slides handout layout. 




Figure 19-21 The 3 Slides layout also prints a series of blank lines next to each slide thumbnail, 
providing a handy place for your audience to record handwritten notes during your presentation. 
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To print handouts, from the menu shown in Figure 19-20, select one of the layouts under 
Handouts. 

Adjusting Color Options 

Most presentations contain a lot of color. Color is used not only in graphics, but also in the 
background color from applied design themes. The problem is that you don't always want 
to print using that much ink — particularly on a color printer that consumes expensive ink, 
like a Hummer burning gasoline. You can lower your print costs by not printing in color. 
You can do that by displaying the Print tab in Backstage view, and then choosing an option 
from the last button under Settings. 

To preserve your color ink, change the print setting to Grayscale or Pure Black And White. 
Figure 19-22 shows a comparison of the same slide printed in color (it's printed in this book 
with only black ink, but you can see which colored elements print), grayscale, and pure 
black and white. 
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Figure 19-22 Use the Grayscale and Pure Black And White print options to print without show- 
ing all of the presentation's design and theme colors and elements. 
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Note 

If the selected printer does not print color, the preview image on the Print tab appears 
in grayscale even when Color is selected. However, all theme elements and back- 
grounds are included — much like the "color" image shown in Figure 19-22. 
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Printing in Grayscale changes theme elements to shades of gray and removes slide back- 
grounds. Printing in Pure Black And White removes all theme elements and prints slide text 
in black on a plain, white background. The preview image on the Print tab shows what you 
can expect to see when the paper comes out of the printer. 
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Customize color mapping 

Some color combinations that look great on a color monitor lack contrast — and there- 
fore legibility — when they're reduced to grayscale or black and white. With a bit of 
tinkering, you can control how individual colors and objects print when you are not 
printing in color. To do that, start on the View tab, and in the Color/Grayscale group, 
click Grayscale or Black And White. That displays a preview image, but unlike the 
preview on the Print tab in Backstage view, this one is fully editable. A new tab also 
appears (either Grayscale or Black And White, matching the option you click), as shown 
in Figure 19-23. You can click an object on a slide and then click the way you want that 
object to print when you select Grayscale or Pure Black And White on the Print tab. 
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Figure 19-23 Use the Grayscale or Black And White option on the View tab to see how 
the presentation looks when printed, and to adjust the way colors map to shades of gray. 
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Editing the Handout Header and Footer 

In the same Header And Footer dialog box that you use to set the footer for each slide (for 
details, see "Setting Page Layout Options" on page 608), a second tab controls the header and 
footer for your handout pages. You can access the dialog box from the Insert tab or by 
clicking Edit Header & Footer on the Print tab in Backstage view. Figure 19-24 shows the 
Notes And Handouts tab in the Header And Footer dialog box. 
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Figure 19-24 Use the Header And Footer dialog box to specify a custom header or footer for 
each of your printed notes and handout pages. 

Unlike settings on the dialog box's Slide tab, the settings you define here are applied to all 
pages in the printout. You can also add a header to your handouts — a feature that's not 
available for slides. 



Editing Handouts in Word 

The limitation of the handout print layouts in PowerPoint is that you can't customize lay- 
outs, particularly headers and footers. Although you can create handout masters to meet 
your needs, a quicker option is to use Microsoft Word. When you export handouts to Word, 
you have access to all its features, including more control over creating custom headers and 
footers based on sections. To send your handouts to Word, click the File tab, click Save & 
Send, and then click Create Handouts. Click the large Create Handouts button that appears, 
and then choose your preferred page layout from the Send To Microsoft Word dialog box, 
shown in Figure 19-25. 
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Figure 19-25 When you send your handouts to Word, you get options that differ from the 
printed handout layouts in PowerPoint. 

When you click OK in this dialog box, your selected layout opens as a new document in 
Word. Note that the changes you make in Word have no impact on the slides in Power- 
Point. By default, the two files are independent of one another. This means you can't edit 
your speaker notes in Word and see those changes back in PowerPoint. However, in the 
Send To Microsoft Word dialog box, if you select Paste Link instead of Paste, you create a 
connection between your PowerPoint file and the Word document. 
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Be careful with the Paste Link option. It creates a one-way link between the slides in 
PowerPoint and the slide images in Word. If you make a change to a slide in Power- 
Point, the next time you open the Word handout file, you're prompted to update the 
links, and the slide images are updated. However, if you edit speaker notes in either file, 
no changes are shared between the two files. You should create a link between Power- 
Point and Word only for handouts that contain the slide images and not the speaker 
notes. 



For information about creating headers and footers in Word, see "Adding Headers, Footers, 
and Page Numbers" on page 222. For information about using sections in Word, see "Formatting 
Columns and Sections" on page 248. 
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icrosoft PowerPoint 2010 is a program that you can use to make professional- 
looking presentations without a lot of effort or experience. Using just the tech- 
niques we covered in the previous chapters, you can create presentations that 
effectively communicate your ideas. Yet there's much more to PowerPoint; in fact, it has 
spawned a new job title in some companies: Presentation Development Specialist. 



In this chapter, we look at ways to save and reuse your work in PowerPoint, including 
themes, slides, and layouts. We also look at some features usually reserved for the experts, 
like working with master views and creating custom slide shows. We begin the chapter by 
describing one of the coolest new features in PowerPoint 2010, the ability to broadcast a 
presentation over the Internet without requiring any special software on viewers' comput- 
ers. Later, we cover other methods for sharing your presentations. 

Whether you develop presentations professionally or are an occasional PowerPoint user, we 
think you'll find these features interesting and useful. 



Broadcasting a Presentation 



With the high cost of travel, more and more people are foregoing face-to-face meetings in 
favor of working remotely, sometimes with teams located around the world. Many families 
have members that are scattered far and wide as well. As a result, the need for easier com- 
munication is increasing every year. Years ago, businesses began to respond to this need 
by using clunky video-conferencing systems. The systems worked, but they were expensive. 
Then came services that allowed you to broadcast your presentations online. They worked, 
too, but these services were also expensive and most required installation and configura- 
tion of software on each participant's computer. 

Now there's a better way: You can use the broadcasting feature in PowerPoint 2010 to 
share presentations with up to 50 coworkers, family, or friends. As the presenter, all you 
need is PowerPoint 2010 and a Windows Live ID. (Broadcast services other than the default 
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PowerPoint Broadcast Service might allow more than 50 viewers and might require differ- 
ent logon credentials.) The people you broadcast to view your presentation in their default 
web browser, so they don't need PowerPoint 2010 or even the free PowerPoint Viewer to 
see your presentation. They need only an active Internet connection. 

For example, you can create a photo album of a recent trip and then send a link via e-mail 
to your grandmother. All she needs to do is click the link, and your slide show is displayed 
on her computer in her web browser. You can share the photos while talking to her on the 
phone about the trip. You can, of course, use a similar approach when making presenta- 
tions to other audiences; they, too, will appreciate the simplicity. 



Sharing a Presentation with Others 

In this chapter we describe three different methods for sharing a presentation. Which 
one you use depends on many factors, including the location and technical acumen of 
the people you want to share with and whether you want them to be able retain, reuse, 
and edit your presentation. Table 20-1 summarizes the key differences to help you 
decide which is the best method for you to use. 
Table 20-1 Methods for Sharing a PowerPoint Presentation 
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For more information about these methods for sharing a presentation, see "Broadcast- 
ing a Presentation" on page 649, "Turning Your Presentation into a Video" on page 663, 
and "Creating a CD Presentation Package" on page 682. 



When you're ready to share your presentation, click the Slide Show tab. In the Start Slide 
Show group, click Broadcast Slide Show. The dialog box shown in Figure 20-1 appears. By 
default, PowerPoint uses the PowerPoint Broadcast Service, a free service from Microsoft. If 
you want to use a different service, such as one hosted by your organization, click Change 
Broadcast Service. The server for a broadcast site must have Office Web Apps installed, and 
audience members must be granted access to the site. 
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PowerPoint Broadcast Service 

The PowerPoint Broadcast Service is a public service for users of 
PowerPoint 2010. Anyone who receives a link to the broadcast may 
watch it. You will need a Windows Live ID. 
More Information 



By clicking 'Start Broadcast', you agree to the following terms: 
Service Agreement 



Change Broadcast Service 



Start Broi 



Figure 20-1 After you choose a broadcast service, click Start Broadcast to generate a link to 
your broadcast that you can share with others. 

Click Start Broadcast to proceed. If you aren't currently signed in with your Windows Live 
ID, you're prompted to do so. If you don't have a Windows Live ID, a link takes you to a 
page where you can establish one. 

CAUTION 

Even though you sign in to the PowerPoint Broadcast Service with a password, this free 
service does not use an encrypting Internet protocol, making it theoretically possible 
for a hacker to view the broadcast. To share presentations securely, you can set up a 
secure service using SharePoint to broadcast only to people within your organization. 
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After you click Start Broadcast and sign in, PowerPoint connects to the broadcast service 
and then displays a dialog box with a link that you can share with others. (See Figure 20-2.) 
This link is valid only while you are presenting in Slide Show or Presenter view. During that 
time, anyone who receives the link, either directly from you or from another person, can 
view your broadcast. 
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Share this link with remote viewers and then start the slide show. 



http ://co 1- p ptb ro a d ca st. off i ce a p p 5 . 1 ive . co nn/Po we rPo i ntB ro a d ca st. a s px? 
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Q^ Copy Link 
iE3 Send in Email.., 



Start Slide Show 



Figure 20-2 You need a Windows Live ID to start the broadcast, but your viewers need only the 
link shown in this dialog box and a live Internet connection. 
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Use a URL shortening service 

If you send a link via e-mail or as an instant message, it doesn't matter how long or 
unruly the link is because recipients just need to click it. In some situations, your audi- 
ence members have to type the URL, however. This is true if you provide the link by 
phone. A more common scenario is when you're presenting face-to-face to a group, 
and you want everyone to view the show on their own portable computers — perhaps 
because no projector is available. In these cases, use a URL-shortening service (such 
as snurl.com or bit.ly, for example) to trim the link to one that you can easily transmit 
verbally. 



The next step is to click Start Slide Show in the Broadcast Slide Show dialog box. The Broad- 
cast tab appears on the ribbon, as shown in Figure 20-3. (In certain configurations, clicking 
Start Slide Show starts the presentation in Slide Show view. You can suspend the presenta- 
tion and view the Broadcast tab by pressing Esc.) 
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Figure 20-3 Options on the Broadcast tab are similar to those on the Slide Show tab. You can 
start the presentation from the first or current slide, change the resolution, and enable Presenter 
view. The Broadcast group includes two buttons: one that shows you the link so you can share it 
with others (Send Invitations) and one that ends the broadcast. 

When you're ready to begin broadcasting your presentation, use the From Beginning or 
From Current Slide command on the Broadcast tab. At that point, the slide appears in 
your viewers' browsers. Until you start the broadcast, people who have clicked the link see 
"Waiting for broadcast to begin ..." in their browser. You can use either Slide Show or 
Presenter view to run your show. (For information about Presenter view, see "Working with 
Presenter View" on page 638.) 
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Note 

Presenter view requires a multimonitor setup. This is true even when you're using 
your audience members' screens as the presentation monitor. If you want to view your 
speaker notes and other Presenter view features, you'll need a second monitor (or, at 
the very least, a second video output). If you're broadcasting from a laptop computer, 
you might want to print your presentation notes before you begin. For details, see 
"Creating Notes and Handouts" on page 642. 



TROUBLESHOOTING 

Your viewers can't see your presentation 

If your viewers have trouble seeing your broadcast, verify that they are working with a 
compatible browser. Although the broadcast feature does offer cross-platform support, 
it hasn't been fully vetted in all browsers. You can be confident that it works in Internet 
Explorer 7 and 8; Firefox 3.5 on Windows, Mac, and Linux; and Safari 4 and 5 for Mac. 
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When you broadcast, you lose some presentation features that are available when you use 
traditional presentation methods such as a projector or a second monitor. Although you 
see the full-featured presentation on your screen, your viewers' experience differs in the 
following ways: 

• Video and audio (including narration) do not play on audience members' computers. 

• All transitions are shown as Fade transitions. 

• You cannot add annotations or highlighting while broadcasting. 

3" 
QJ 

• If you click a link on a slide that opens a website, your viewers don't see the website; 



o 



their browser continues to show whatever slide is displayed in PowerPoint. 

While you're broadcasting, your viewers see only the display from Slide Show view. You can 
press Esc to exit Slide Show view and go back to Normal view, but your viewers continue 
to see the last slide that was displayed in Slide Show view. They see this slide until you pick 
another slide to display or end the broadcast. 



Saving and Reusing Slides and Themes 



Final slides are often the result of a lot of time and effort. It takes just the right balance of 
text, graphics, and animation in a slide to make a concept come to life. Whether your slides 
contain business proposals, training material, research, or something else altogether, you 
might find yourself gravitating toward a certain "look." One way to reduce development 
time on future presentations is to reuse slides and elements you've created in the past. 

Reusing Slides 

While working on a presentation, you can grab slides from a different presentation with 
the Reuse Slides pane, shown in Figure 20-4. To open it, click the Home tab, click the arrow 
below New Slide, and click Reuse Slides, an option that appears at the bottom of the New 
Slide menu. In the Reuse Slides pane, click Browse, Browse File to select the presenta- 
tion that contains the slides you want to use in the current presentation. You can then 
click thumbnails of the slides in the presentation you selected to insert them in the open 
presentation. 

CAUTION 

When you insert a slide using the Reuse Slides option, it inherits the theme of the last 
selected slide in the current presentation. If you want the reused slides to retain their 
original theme, select Keep Source Formatting in the Reuse Slides pane. 
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Figure 20-4 Point to any thumbnail in the Reuse Slides pane to see a larger version. Click a 
thumbnail to insert it in the open presentation. 

Another method of copying slides from one presentation to another is to open both files 
and then use the Arrange All option (in the Window group on the View tab) to position the 
two windows side by side. Once the presentations are arranged, as shown in Figure 20-5, 
select the thumbnails for the slides you want in one presentation and drag them to the 
other presentation. 
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Reuse slides stored in a Slide Library 

Companies running Microsoft SharePoint with Office 2010 can create a repository for 
slides to be shared among team members with appropriate permissions. This repository 
is called a Slide Library. Your network administrator (or someone with Design permis- 
sions for SharePoint) needs to set this up. To add slides to the Slide Library, click File, 
Save & Send, Publish Slides. When you save a presentation to the Slide Library, each 
slide becomes its own file, making it easier to update and reuse the slides in other 
presentations. 
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Figure 20-5 By arranging two presentations side by side, you can drag slides from one to the 
other to copy the slides. The slides take on the formatting of the new presentation unless you 
choose Keep Source Formatting from the Paste Options button that appears after you copy the 
slides. 



Saving Themes 

Office themes are an integral part of PowerPoint — so much so that, unlike in other Office 
2010 programs, almost an entire tab (the Design tab) is dedicated to their use. You can also 
specify a theme when you create a presentation using File, New. 

For details, see "Applying Themes" on page 611 and "Creating a New Presentation" on 
page 597. 

Because you can customize themes, they provide an important benefit — branding. Many 
businesses create their own themes to ensure that the presentations they create match their 
company image. Typically, this involves choosing a pre-existing theme and then modifying 
the individual elements — fonts, colors, effects, and backgrounds. 

After you have a presentation's theme looking the way you want, save the theme so that 
you can reuse it in other presentations. From the Themes gallery on the Design tab, choose 
Save Current Theme. Saved themes show up at the top of the Themes gallery and are avail- 
able in other Office programs as well. 

You can also send your themes to coworkers and friends. By default, themes have the 
extension .thmx and are stored in %AppData%\Microsoft\Templates\Document Themes. 
(On a Windows 7 computer with default settings, %AppData% expands to C:\Users\ 
L/sername\AppData\Roaming.) 
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Copy the design of an existing presentation 

You're getting ready to create your new presentation, and you need to apply the same 
design theme you used on an old presentation. You can picture it, but you just can't 
remember the theme's name. You could spend your time looking through all the design 
themes for a match, or you could take the faster route and copy the design theme from 
a previous presentation. 

Open the presentation that contains the theme you want to use and the presentation 
that you're copying the theme to. Position the presentations side by side by using 
Arrange All on the View tab. Then select a slide thumbnail (either in Normal view or 
Slide Sorter view) in the old presentation. Double-click Format Painter (on the Home 
tab), and then click each slide thumbnail in the new presentation. 
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For more information about themes in Office 2010, see "Using Office Themes" on page 185. For 
information about backgrounds, see "Adding Backgrounds" on page 612. 



Creating Custom Slide Shows 



Custom shows allow you to present a portion of a larger presentation. For example, you 
might have a 60-slide presentation for new employees that includes a section of 10 slides 
about the company's security policy. If you receive a request to teach a short seminar about 
these policies, you can create a custom show using only the relevant slides. 

Based on your needs, you create custom shows by hiding selected slides or by setting up 
a new presentation order for a specific set of slides. Both techniques are equally easy to 
use. The difference is that when you hide slides, you don't have the option of changing the 
order the slides are displayed in. When you create a custom show, you do. 



Hiding Slides to Create Dynamic Presentations 

Hiding slides is a quick way to prevent certain slides from appearing in Slide Show view. 
When a slide is hidden, it is still visible in any of the editing views (Normal, Slide Sorter, and 
so on). The only view it isn't displayed in is Slide Show view — unless you explicitly request it. 

The ability to display a hidden slide on command is part of what makes this technique so 
appealing. Hiding slides works well for content that you think might come up during the 
course of a presentation. It's the equivalent to being over prepared. For example, if you cre- 
ate a slide show to present a thesis, you need to cite your sources, but those citations need 
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to be available only on request. In this case, you could create a slide that contains your cita- 
tions, mark it as hidden, and display it only if an instructor asks to see your sources. 

To hide a slide, select it. Then, on the Slide Show tab, click Hide Slide in the Set Up group. 
Alternatively, right-click a slide and choose Hide Slide. Figure 20-6 shows three hidden 
slides in Slide Sorter view. 
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Figure 20-6 Hidden slides remain in the presentation, but they aren't displayed in Slide Show 
view. In this figure, slides 3, 5, and 8 are hidden, as indicated by the slashed box over their 
numbers. 



Hidden slides let you anticipate audience questions and then stray a little from your agenda 
if necessary. In Slide Show view, you can display a hidden slide in any of the following ways: 

• Type the slide number, and then press Enter. 

• Right-click, and then choose Go To Slide. A list of slides in your presentation (includ- 
ing the number and title of each slide) appears. You can identify hidden slides 
because their numbers are enclosed in parentheses. Click the title of the slide you 
want to display. 

• Press Ctrl+S to display the All Slides dialog box, which includes a similar list of slide 
numbers and titles. Use the arrow keys to make your selection, and then press Enter. 
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For more information about keyboard shortcuts you can use in Slide Show view, see "Navigat- 
ing in Slide Show View" on page 636. 



Note 

Hidden slides print by default. When you print handouts for a presentation that con- 
tains hidden slides, you can prevent the hidden slides from printing by clearing the 
Print Hidden Slides option on the Print menu, shown here. 
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Defining a Custom Show 

A custom show offers more flexibility than hiding slides because you can specify which 
slides are displayed and in what order. This technique is commonly used by presenters with 
agenda slides. Rather than creating five copies of the same agenda slide to display each 
time you move to the next agenda item, you can create a custom show that repeats the 
slide at five specified points. This approach can reduce file bloat by keeping the number of 
slides in the presentation to a minimum. 

You define a custom show by using the Custom Slide Show, Custom Shows command on 
the Slide Show tab. This command displays the Custom Shows dialog box, where you click 
New to create a custom show. Custom shows are based only on the open presentation and 
are set up in the Define Custom Show dialog box, shown in Figure 20-7. 
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Figure 20-7 In the Define Custom Show dialog box, select slides from the open presentation to 
appear in the custom show. 

When slides are added to a custom show, they are renumbered. For example, in Fig- 
ure 20-7, the slide titled Enrich Your Presentation is slide 7 in the presentation but slide 4 in 
the custom show. (One downside here is that you'll have a new set of numbers to remem- 
ber if you use shortcut keys to navigate to a specific slide during a presentation.) 
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Defining slides without a title 

In the Define Custom Show dialog box, any slide without a title is listed only by slide 
number. In a large presentation, this makes identifying the content on some of your 
slides difficult if not impossible. To fix this, add a title to untitled slides by applying a 
simple layout, such as Title And Content. (If a slide already uses a layout that includes 
an unused title placeholder, you don't need to change the layout.) Add a title in the 
title placeholder, and then drag the title off the slide area. The titles don't show up in 
your presentation, but they give you the background information you need to identify 
slides in the Define Custom Show dialog box. 



Custom slide shows are listed under the Custom Slide Show option on the Slide Show tab. 
Choosing a custom show launches the presentation in Slide Show view. To edit a custom 
show or to delete one, you need to go back to the Custom Shows dialog box. 

Custom shows are also listed in the Set Up Show dialog box (opened from the Slide Show 
tab). When you select a custom show in that dialog box, the custom show becomes the 
default show when the slide show is presented. 
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CAUTION 

When you run a custom show, slides that you didn't include from the complete presen- 
tation are not available in Slide Show view. To retain access to slides you might need to 
refer to, hide the slides instead. 



Working Collaboratively on a Presentation 



In this digital age, working with a team can present some challenges. In fact, the most chal- 
lenging task these days seems to be finding a day and time when all team members can 
meet. If everyone can't meet, you're left to rely on meeting minutes and e-mail comments 
to get the latest status update. In PowerPoint 2010, you can track team members' sugges- 
tions with the Comments feature and then bring two presentations together for compari- 
son as a method of collaborating. 
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Another way to work collaboratively is for multiple authors to work on a single PowerPoint 
presentation file simultaneously. For details, see "Working Together with Office 2010" on 
page 826. 

Using Comments 

The commenting feature in PowerPoint is limited compared with the review and change- 
tracking capabilities in Microsoft Word. Nonetheless, you can attach comments to a char- 
acter, a word, or an entire slide. Comments don't actually change a slide's content; it's best 
to think of them as notes you would write on a paper to remind you or a team member 
of edits to make at a later date. For example, a teacher might use comments to highlight 
areas of improvement before your final presentation or to explain the grade you received. 
A coworker might use comments to ask you to clarify a point. 

You add a comment by clicking New Comment on the Review tab, shown in Figure 20-8. 
The comment is inserted at the insertion point or the selection; if nothing is selected, the 
comment appears in the upper left corner of the current slide. Type your comment text, 
and then click outside the comment box. 
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Figure 20-8 Click Show Markup to show or hide the comment markers. 
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Comments are indicated by a small icon that displays the commenter's initials. (The initials 
and the commenter's name come from settings on the General tab in the Options dialog 
box.) To display a comment, simply click it. The full comment appears, as shown in Fig- 
ure 20-9. Alternatively, click Next or Previous on the Review tab to cycle through all com- 
ments in your presentation. 
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Figure 20-9 You can drag a comment indicator to relocate it on the slide. 

TROUBLESHOOTING 

Your comments have disappeared 

If you know there are comments on a slide, but you don't see the indicators, be sure 
that Show Markup on the Review tab is enabled. Even when Show Markup is turned off, 
you can click Next or Previous to view each comment. 



When a comment is selected, the Edit Comment option is available. Use this command to 
change an existing comment. Use the Delete option to remove the selected comment, all 
comments on the slide, or all comments in the presentation. 
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Merging and Comparing Presentations 

When more than one person works on a version of a presentation, comparing the two ver- 
sions can be tedious. One way to compare presentations is to stack them side by side by 
using the Arrange All command on the View tab. Unfortunately, this method forces you to 
look at each slide and determine where a change was made, if any. 

A better alternative is to use the Compare option on the Review tab. Click this option, and 
then select another version to merge with the open presentation. The second presentation 
is combined with the first presentation, and changes to text and formatting are highlighted 
in the Revisions pane, shown in Figure 20-10, along with any comments. (You can hide 
or display the Revisions pane by clicking Reviewing Pane in the Compare group on the 
Review tab.) 
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Figure 20-10 Comments are listed by reviewer initials on the Details tab in the Revisions pane. 

CAUTION 

Using the Compare feature does not create a third file, like the comparable feature in 
Word does. Instead, the second file's differences are merged into the first file. When 
you click Save, you overwrite the original file. To preserve an unaltered copy of the des- 
tination file, use Save As before you start to save a copy under a different file name. 
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You'll see revision indicators in the Revisions pane and on the slide. Click any of these indi- 
cators to see a description of the revision. To accept the revision, select the check box next 
to it, as shown in Figure 20-11. Alternatively, click Accept in the Compare group on the 
Review tab. 
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Figure 20-11 Click any revision to see the change in greater detail. The change appears on the 
slide when you select the check box next to a specific revision. 

When you accept a revision, you haven't yet committed to the change. Until you end the 
review, you can clear the check box or click Reject to undo your acceptance. Note also that 
the Compare group on the Review tab, shown next, has some additional options that are 
available during a review. By clicking the arrow next to Accept or Reject, you can accept 
or reject all revisions for the current slide or all revisions for the entire presentation. If you 
completely trust (or distrust) your reviewers, these options make quick work of the review 
process. If you want to take a more methodical approach, click Next or Previous to step 
through each change. 
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After you complete your review, click End Review. Doing so stops the review process and 
closes the Revisions pane, discarding all revisions that you did not accept. 
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Merge and compare more than two presentations 

Unfortunately, the Compare feature allows comparison of only two presentations at a 
time. However, it's often the case that you have a version for each team member work- 
ing on the presentation. To merge multiple presentations, you must use the Compare 
option repeatedly. Open the first presentation and compare it with the second. After 
you accept or reject each change, end the review. Then click Compare again, and this 
time choose the third version. Continue this way until you've merged and compared 
all versions. 






Laying the Groundwork for an Expert Presentation 

Regardless of your audience or the presentation content, most presentations have one goal 
in common: a consistent look and feel from slide to slide. Like a professionally decorated 
room, great presentations give the audience a sense of flow, with harmonious touches that 
help connect the content on each slide to the greater whole of the presentation. 

This consistency is controlled by masters (slide masters, handout masters, and notes mas- 
ters). You can access each from the Master Views group on the View tab. 
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Customizing the Slide Master 

Slide masters control the layout and formatting of slides in your presentation and are 
therefore a critical component in achieving a consistent appearance. It's on the slide master 
where you define the default settings for every slide in the presentation — including the 
background, colors, fonts, effects, and placeholder sizes and positions. Figure 20-12 shows 
a typical Slide Master view. 

On a slide master, you can add your company logo or a picture of your school mascot. 
When you create your slides, the image appears in the same location on each slide. 

As you can see in Figure 20-12, the Slide Master tab appears when you click Slide Master 
on the View tab. Use this tab to work with theme settings and to add or remove slide mas- 
ters or slide layouts. The other tabs (such as Insert, for inserting a logo or another graphic, 
and Home, for applying text formatting) remain available. 
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Hover over a master to see which slides in your presentation use that layout 

Figure 20-12 Slide Master view shows several layout masters. The top master is the slide master, 
which holds the design elements for the entire presentation. The indented masters define for- 
matting and design elements for each of the theme's available layouts. 

Working with slide masters requires a mild learning curve, which probably stems from hav- 
ing to think of the presentation as one object and not as a collection of individual slides. 
Once you get past this learning curve, slide masters save you time because changes you 
make on them affect all slides you add later. For example, you use a slide master to define 
the theme for the presentation. Of course, you can overwrite these design settings in Nor- 
mal view; on the slide master you're merely setting the presentation defaults. 

Under the slide master, the indented thumbnails show layout variants based on the theme 
and other characteristics of the slide master. For example, an image you add to the slide 
master appears on all slides in the presentation, whereas an image you add to a slide layout 
appears only when that layout is applied to a slide. 
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CAUTION 

If you're thinking about modifying the slide master, do so before you create your pre- 
sentation slides to ensure that every slide matches the slide master settings. If you edit 
the slide masters after you've done some editing in the presentation, the new master 
slide settings might not carry over. Whether the revised slide master settings prevail 
depends on several conditions that, practically speaking, make it somewhat unpredict- 
able. If you find that your slides aren't using newly applied master slide formats, try 
using the Reset Slide option on the Home tab in Normal view. 

To avoid this problem and make creating presentations easier in the future, make your 
changes to the slide master and layouts, and then save the presentation as a template. 
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Use more than one theme in a single presentation 

When you apply a design theme to a presentation, it affects all slides. It's the best and 
worst thing about PowerPoint. What if you want to use two design themes in the same 
presentation? (Despite the desire for consistency within a presentation, this is not an 
uncommon requirement. For example, it's useful when you have several topics in your 
presentation and you want to differentiate each topic, perhaps with a colored bar down 
the side or "tab" indicators along the top of each slide.) 

You can do this with slide masters. Simply add a second slide master to your presenta- 
tion in Slide Master view. (On the Slide Master tab, click Insert Slide Master.) Apply a 
different theme to each slide master, or make other changes. Then, in Normal view, 
apply the layout with the theme you want by choosing it from the gallery that appears 
when you click New Slide or Slide Layout in the Slides group on the Home tab. 



Creating a Custom Layout 

Each design theme has its own set of layouts. Some good; some you'll never use. You often 
end up picking a layout that provides the closest match for what you need and then move 
things around a bit. Your time might be better spent customizing layouts with placeholders 
where they'll be used most often. 
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To create a custom layout, in Slide Master view, click Insert Layout on the Slide Master tab. 
A basic layout with a title placeholder (and little else) appears. Add placeholders by clicking 
Insert Placeholder on the Slide Master tab to display the gallery of placeholder types shown 
in Figure 20-13. Select a placeholder, and then drag on the layout to position it. 
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Figure 20-13 Add placeholders to custom slide layouts so you can easily insert content when 
you create a presentation— just as you can with the themes included with PowerPoint. 

Unfortunately, PowerPoint doesn't do a great job of naming layouts you create. The first 
layout you create is named "Custom Layout." Subsequent layouts are assigned names with 
numbers in front, like "l_Custom Layout." 

It's a good idea to give your custom layouts meaningful names while you're still working 
in Slide Master view. Select a layout thumbnail and click Rename in the Edit Master group 
on the Slide Master tab. Alternatively, right-click the thumbnail and choose Rename Layout 
from the shortcut menu. This simple step makes finding the layout you need much easier 
while you're working in Normal view. (If you still have trouble locating your layouts, con- 
sider deleting the default layouts you don't use or using all capital letters when you rename 
layouts.) 
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Use a customized slide master in other presentations 

Customizing a slide master takes work, although not nearly as much work as customiz- 
ing every slide in a deck. The changes you make apply only to the current presentation. 
To make a customized slide master available for other presentations, save the presenta- 
tion as a template by clicking File, Save & Send, Change File Type, Template. Then, to 
use your new template, click File, New, My Templates, and open a new presentation 
based on the template you created. 



Customizing Other Masters 
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When customizing your presentation masters, you'll probably spend most of your time in 
Slide Master view. But there are two other master views you can work with: Handout Master 
and Notes Master. 

These views, which are used primarily for printed output, offer fewer options for customiza- 
tion. Unlike with slide masters, you can't add content placeholders to either handouts or 
notes, but you can add items like headers, footers, page numbers, and slide thumbnails. 
The available options appear on the tab for each type of master, as shown in Figures 20-14 
and 20-15. 
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Figure 20-14 On the Handout Master tab, you can specify the orientation for printed handouts 
and for the slides on each handout. 



670 Chapter 20 PowerPoint 2010 Inside Out 



]iy -7- oi^ 



Insert 



My Winter Trip - Microsoft PowerPoint 
Review View 



Page Notes Page Slide 

Setup Orientation T Orientation ' 
Page Setup 



H Header \7j Date 

M Slide Image M Body 
[7] Footer @ Page Number 

Placeholders 



H Bcolor5 ' 

1= 1 Fonts - 

[O] Effects - 
Edit Theme 



■^Background Styles T 
n Hide Background Graphic 
Background 



Close 

MasterView 

Close 



Figure 20-15 On the Notes Master tab, you select which items you want to print on each page. 
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Make More Room for Your Notes 




The downside to the notes page is that the slide image takes up nearly half of the 
printed page. But, if you reduce the size of the slide image (just as you would make 
any other image smaller), you can increase the size available for your notes. Be careful 
here. If you later remove and then add the "Body" element back in, it comes back at its 
default size, and you'll have to resize it again. 
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For details about printing handouts and notes, see "Creating Notes and Handouts" on page 642. 

Creating a Photo Album with PowerPoint 

Remember the days when you sat on the living room floor with hundreds of vacation pho- 
tos in front of you and stuck them, one by one, onto the pages of a bound photo album? 
Can you still hear the plastic cover peeling back from the glue on the pages? That was back 
when you had to develop and print photos to see the results of your efforts. You had to 
print doubles if you wanted to share your photos with others. 

Now you can create electronic photo albums that display your pictures much like those old 
albums did, except they're far easier to share. You can use these electronic albums to docu- 
ment birthday parties and family vacations, but they're not just for personal use. Photo 
albums also work well to document the progress of a project or to show a sequence of 
before and after photos. 

The Photo Album feature in PowerPoint creates a new presentation that includes the pho- 
tos you want. Although you can achieve the same results by creating a presentation with 
File, New, it's quicker and easier with Photo Album. Instead of creating a presentation, 
inserting a slide for each picture, inserting each picture individually, and then adding titles 
and captions, the Photo Album feature performs the entire process with a single dialog box, 
which is shown in Figure 20-16. 
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Figure 20-16 Use the Photo Album dialog box to select your photos, retouch them as necessary, 
and define the slide layout. 

To create a Photo Album, follow these steps: 

1. On the Insert tab, in the Images group, click Photo Album. The Photo Album dialog 
box shown in Figure 20-16 appears. 

2. Click File/Disk to open the Insert New Pictures dialog box, which is nearly identical 
to the standard Open dialog box. Select the picture (or pictures) you want, and then 
click Insert. 
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Insert pictures the easy way 

You can do a couple of things to expedite this step. First, put all the pictures you want 
to use in a single folder. Second, instead of selecting a single picture file, clicking Insert, 
and then clicking File/Disk to insert another, select multiple files in the Insert New 
Pictures dialog box. To do that, click the first picture file, and then Shift+click the last 
picture file in the sequence to select them all. If the files you want are not contiguous, 
press Ctrl as you click each file name. 



3. Click New Text Box for each text box you want to include. Each text box you insert 
takes the place of a picture in the layout. You might want one for each picture or one 
for each slide, for example. (You enter the text for each text box in Normal view after 
the photo album is created.) 
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4. Under Album Layout, in the Picture Layout list, select the number of pictures you 
want on each slide. 

From the Frame Shape list, select the type of frame you want around each picture. 
(This option isn't available if you choose Fit To Slide as the picture layout.) 

If you want to apply an Office theme, click Browse, select a theme file, and then click 
Open. 

5. Now return to the Pictures In Album list. The numbers identify the slide for each 
picture or text box. Use the arrow buttons to set the order of pictures and text boxes 
as you want it. 

6. In the Pictures In Album list, select each picture, and then use the tools under the 
preview image to make corrections to the picture as needed. (More advanced tools 
are available in Normal view, which appears after the photo album is created. For 
details, see "Making Your Pictures Look Great" on page 163.) 

7. If you want to show the name of each picture file below the picture, select Captions 
Below All Pictures. 

8. Click Create. Your photo album opens in a new PowerPoint window. 

Figure 20-17 shows a slide from a photo album. There's nothing special about a presenta- 
tion created with the Photo Album feature. You can work with the resulting images and 
text boxes in much the same way you would if you had inserted each individually, you can 
apply themes, and you can make other changes to your presentation. However, you might 
find it easier to revisit the Photo Album dialog box to reorder items, adjust the layout, or 
add more text boxes. To do this, on the Insert tab, click the arrow next to Photo Album, and 
then click Edit Photo Album. 
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Figure 20-17 This photo album uses a four-picture layout: two text boxes in between two 
images. 
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Turning Your Presentation into a Video 



Earlier in this chapter, we explained how to use the broadcast feature to share a presenta- 
tion with other users. (For details, see "Broadcasting a Presentation" on page 649.) But that 
doesn't work if your audience isn't available at the time you want to give the presentation, 
and it doesn't provide them with a copy of the presentation that they can keep to view 
again. 

You can overcome those restrictions by saving your presentation as a video, complete with 
recorded narration. You can save any type of presentation this way, whether it's a sales 
presentation you want to send to key prospects or a vacation photo album for your fellow 
travelers. The resulting video is saved in Windows Media Video (.wmv) format and plays 
with Windows Media Player (which is included with Windows) or most third-party media 
player programs. You can burn the resulting file to a DVD, upload it to YouTube or another 
video-sharing site, or send it via e-mail. 

Unlike the broadcast feature, a video incorporates all recorded timings, narrations, annota- 
tions, and laser-pointer movements. All transitions play normally, as do embedded audio 
and video. Because it's a movie, however, you lose any interactive capabilities, such as 
jumping directly to a particular slide, displaying hidden slides on request, and so on. 

To create a video, click File to open Backstage view. On the Save & Send tab, under File 
Types, click Create A Video. As shown in Figure 20-18, your options are few. 



o 

fN 



Gi- 
ro 



U 



M 



INSIDE OUT 



Burn your video to a DVD 

If you copy the video file you create to a DVD, the result is a data DVD. A DVD created 
this way can be played by most computers and by some standard DVD players (such as 
one you'd connect to a television). To be sure that your video can be played on the wid- 
est variety of devices, including standard DVD players, you should make a video DVD. 

To do that, you need Windows DVD Maker, a program that's included in most editions 
of Windows 7 and Windows Vista, or a comparable program from another source. To 
create a video DVD with Windows DVD Maker, open the program and click Add Items. 
Browse to the location of the presentation video you created with PowerPoint, select 
it, and then click Add. Click Next, and then customize the DVD menu if you want to 
before clicking Burn. 
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Figure 20-18 Before you click the Create Video button, expand the two menus above the button 
and set your output options. 

In the first menu, you set the size of your video output, choosing between small, medium, 
and large. In the second, choose whether to include any assigned slide timings or recorded 
narration in the final video. After you make your selections, click Create Video. 



Our Favorite PowerPoint Tweaks and Tips 



Up to this point, we've shown you everything you need to know to create some beautiful 
presentations. Combine this knowledge with some of the graphics techniques discussed 
earlier in this book, and you're way ahead of the presentation game. But we're not done 
yet. On the following pages you'll learn about some additional features in PowerPoint 2010 
that take your presentations from beautiful to downright stunning. 



Inserting Hyperlinks 

Adding hyperlinks to a presentation gives you and your viewers a quick way to jump to 
specific slides or websites. You can also use hyperlinks to launch an e-mail message or 
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create a document For example, if you're creating a slide deck with information about your 
company's products, you can lead the viewer to more information by embedding links to 
your company's website or to another slide with additional information. To create a hyper- 
link, start by selecting the text or object you're linking from, click the Insert tab, and then 
click Hyperlink. That opens the Insert Hyperlink dialog, shown in Figure 20-19. 
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Figure 20-19 If you click Place In This Document, you can create a link to any slide or to any 
custom show saved as part of the current presentation. 
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Create a linked custom show 



Inserting a link to a custom show allows you to create dynamic agenda slides on which 
each agenda item is linked to a custom show. You can also incorporate "one-off" cus- 
tom shows that you can launch via a hyperlink if topics off the agenda come up during 
the course of the presentation. For more information about custom shows, see "Defin- 
ing a Custom Show" on page 659. 



For more information about inserting hyperlinks, see "Entering Hyperlinks" on page 119. 

Inserting Action Buttons 

Action buttons are specific shapes with defined hyperlinks that allow you to jump to spe- 
cific slides in a presentation. In this way, action buttons are similar to hyperlinks — but you 
can do much more with an action button. 
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To insert an action button, click the Insert tab, click Shapes (in the Illustrations group), and 
scroll to the bottom of the Shapes gallery, where you'll find the Action Buttons category. 
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Click one of these buttons, and then drag to draw it on your slide. The Action Settings dia- 
log box, shown in Figure 20-20, appears. 
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Figure 20-20 This dialog box appears automatically when you insert an action button. You can 
display it later by selecting the button (or other object) and clicking Action in the Links group on 
the Insert tab. 

On the Mouse Click tab in the Action Settings dialog box, select the action you want to 
occur when a viewer clicks the button. Similar settings are available on the Mouse Over tab; 
these actions take place when a viewer hovers the mouse pointer over the button in Slide 
Show view. 



As shown in Figure 20-20, the list below Hyperlink To offers options similar to those in the 
Insert Hyperlink dialog box. Other options in the Action Settings dialog box allow you to 
specify a program to run or a sound to play when the button is clicked. 
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Apply mouse click and mouse over actions to any object 

There's nothing magical about the action button shapes. True, when you insert one 
on a slide the Action Settings dialog box opens automatically, and each button has a 
predefined action assigned to it. But actions that take place on mouse click or mouse 
over can be assigned to any object — other shapes, pictures, or text boxes, for example. 
Simply select an object, and then click Action in the Links group on the Insert tab to 
assign an action. 



You might find it useful to include action buttons in a self-guided presentation because 
some people might not know how to navigate between slides in PowerPoint. You can add 
familiar navigation action buttons to the bottom of every slide to help your viewers move 
to the first and last slides in the deck as well as to the next and previous slides, as shown in 
Figure 20-21. 
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Figure 20-21 Action buttons used for slide navigation are easily spotted in the lower right cor- 
ner of each slide. After you create the first set, copy the objects and paste them onto the remain- 
ing slides — or better yet, add them to the slide master. 

Typically, navigation buttons are best when they have been placed on every slide in the 
presentation. This can create the feeling of consistency for your audience. It's best to pick a 
location that doesn't interfere with any object on any of the slides. Then, consider creating 
and placing the action buttons on the slide master. This way, you can be sure they show up 
on every slide in the same location. 



For information about adding elements to the slide master, see "Customizing the Slide Mas- 
ter" on page 665. 
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Use action settings to create hot spots 

A hot spot is an area on an image that is linked to another slide or a website. For exam- 
ple, in a group photo, you might define a hot spot around each person that displays 
that person's contact information when the hot spot is clicked. You could take it a step 
further by adding the person's name as a ScreenTip. 

As another example, on a map of the United States, you could create a hot spot in each 
time zone; clicking the hot spot takes the viewer to a slide with information about that 
region of the country, such as a radio or television broadcast schedule. To do that, fol- 
low these steps: 

1. Insert a shape. For this example, insert a rectangle that's slightly larger than the 
Central Time zone. 

2. To make the hot spot invisible, use options on the Format tab under Drawing 
Tools to remove both the fill and outline color. 

3. Use Edit Shape, Edit Points on the Format tab to set the shape's points to roughly 
correspond to the time zone borders, as shown here. 



Pick Your Time Zone 




^aeaffl 



For information about inserting a shape, formatting it, and editing points, see 
"Adding Shapes and Text Boxes" on page 175. 
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Select the shape, and on the Insert tab, click Action. In the Action Settings dialog 
box, select Hyperlink To, select Slide, and select the slide about the Central Time 
zone. 
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To test your handiwork, open the slide in Slide Show view. You won't be able to see the 
shape that defines the hot spot area, but when you click it, PowerPoint should jump to 
the specified slide. 
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Embedding Fonts in a Presentation File 

An issue we often see is presentation text that looks fine until it's displayed on a different 
computer. This typically happens when the computers you're using don't have the same 
sets of fonts. A way to prevent text from looking different on other computers is to embed 
the fonts a presentation uses into the file. 

To embed fonts in your presentation, click File, Options. In the PowerPoint Options dia- 
log box, click the Save tab, and select Embed Fonts In The File, as shown in Figure 20-22. 
Selecting this option embeds each OpenType and TrueType font that's used in the presen- 
tation. (Other font types, such as PostScript and printer fonts, can't be embedded.) 
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Figure 20-22 Under Embed Fonts In The File, select the first option if the presentation will be 
viewed on other computers; select the second option if it will be edited on another computer. 

CAUTION 

Be sure the fonts you plan to embed don't have any license restrictions that might 
prevent them from being embedded. When embedded, some fonts allow printing and 
viewing but not editing. Other fonts allow full use when embedded, and still others 
don't allow embedding at all. To determine whether a particular font can be embed- 
ded, open the Fonts folder in Control Panel, right-click the font (an individual font, not 
a font family), and choose Properties. On the Details tab, check the Font Embeddability 
property. 



Playing Music Behind Your Slides 

Some presentations — particularly photo montages — don't require narration and can benefit 
from a musical accompaniment You can apply music (or other recorded audio) to a series 
of slides or to an entire presentation. Along with a snappy Office theme, adding music can 
really enhance an otherwise snooze-inducing photo album of vacation snapshots. 
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CAUTION 



Although digital rights management (DRM) technologies that prevent copying music 
tracks are largely disappearing in favor of DRM-free formats like MP3, be aware that 
most recorded music is protected by copyright. A roomful of lawyers (probably with 
no two of them agreeing) could explain how copyright law applies to music used in 
PowerPoint presentations, but understand that legal minefields abound, particularly if 
your presentation will be posted to the Internet or presented in anything resembling a 
"public performance." 
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To set up background music, begin by inserting the audio file on the slide where you want 
the music to start playing. (On the Insert tab, click Audio, Audio From File.) After inserting 
the audio object, select it and click the Playback tab under Audio Tools. Select Hide During 
Show, and then select Play Across Slides in the Start box. 
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In Slide Show view, the audio starts playing automatically when you display the slide where 
you inserted the audio file. 
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Hide the audio icon 



If the icon for the audio object gets in your way while you're editing in Normal view, 
drag it off the slide into the gray area on the side. 
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Creating a CD Presentation Package 

Earlier in this chapter we discussed two ways to share a presentation with others. Broadcast- 
ing a presentation requires nothing of the viewers other than an Internet connection — and 
that they're available when you present your slide deck. Broadcast presentations suffer from 
some loss of fidelity, and the viewer doesn't get a version of the presentation that can be 
saved. Saving your presentation as a video overcomes some of those limitations, but the 
viewer ends up with a copy of the presentation that can be viewed but not edited. 

For details about these sharing methods, see "Broadcasting a Presentation" on page 649 and 
"Turning Your Presentation into a Video" on page 673. 



Now we examine a third method for sharing: packaging for CD. With this option, you 
can save multiple presentations to one location (physical media such as a CD or a shared 
network location, for example) to share with others. PowerPoint creates a menu of pre- 
sentations as part of the package, making it easy to select one for viewing. Saving files to 
a CD package also provides a portable backup of your work; presentations on the CD are 
saved as standard PowerPoint files. In addition, fonts are embedded and all linked files are 
included in the package. A CD package works well for turning in a final project to your 
instructor or sharing a photo album with family members. 

Like the other methods, this one has its own drawbacks. First, this feature is intended for 
distributing final presentations. Therefore, all comments, revisions, and ink annotations are 
removed from the file before it is copied to the package location. (Oddly, however, you 
cannot create a package from a presentation that has been marked as final, but you can 
add a finalized presentation to a package.) Second, because the package contains standard 
PowerPoint files, package recipients must have PowerPoint or the PowerPoint Viewer (a free 
program that can be downloaded from Microsoft) installed on their computers. The com- 
puters, of course, must be capable of running PowerPoint. 

Note 

In previous versions of PowerPoint, you could select an option that included a copy of 
the viewer program with the CD package. This option is not available in PowerPoint 
2010. However, the package's menu screen includes a prominent link to the download 
site for the viewer. 



To create a CD package, click File to open Backstage view. On the Save & Send tab, under 
File Types, click Package Presentation For CD, and then click Package For CD. This opens the 
Package For CD dialog box, shown in Figure 20-23. 
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Figure 20-23 Here you can add or remove presentations to include in the package. Use the 
arrow buttons to determine the order in which the presentations appear on the menu that 
PowerPoint generates. 

The open presentation appears as one of the files to be copied to the CD. Click Add to 
select additional presentations or other files. You can add files of any type to a CD package. 
Each file you include gets a link on the menu that PowerPoint creates for the CD package. 

Other options you can change here include the CD name. The name you specify is used as 
the volume name if you copy the files to a CD, so it has a maximum length of 16 characters. 
(This limitation applies even if you save the package to a folder.) Nonetheless, try to come 
up with a meaningful name (like "Sales demos" or "SmithFamily2010"), which helps to iden- 
tify the disc when you examine it in Windows Explorer. The name also appears as the title in 
the package menu. If you save the package to a folder, PowerPoint proposes to use the CD 
name as the folder name, although you can override this suggestion. 

Click Options to specify whether linked files and embedded fonts should be included in the 
package. The Options dialog box, shown in Figure 20-24, also includes options to require a 
password to view or edit the presentations in the package. 
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Figure 20-24 By default, linked files and embedded fonts are included, and no password protec- 
tion is applied. 
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With your options set, click OK to return to the Package For CD dialog box. Insert a blank 
CD in your writable drive and click Copy To CD. If you'd rather save the package to a hard 
drive or network drive, click Copy To Folder. PowerPoint copies the requested files and also 
creates a menu similar to the one shown in Figure 20-25. If AutoRun is enabled on the 
computer when you insert the CD, the menu appears automatically. If AutoRun is disabled 
or if you saved the package to a folder, you can display the menu by opening the CD or 
folder in Windows Explorer, opening the PresentationPackage subfolder, and double- 
clicking the file named PresentationPackage.html. 




Figure 20-25 The menu is actually a web page with a link to each presentation or other file 
included in the package. 



Creating Custom Bullets 

Many of the text placeholders you use in PowerPoint include bullets for bulleted lists. As 
you can with other Office 2010 programs, you use the Bullets option on the Home tab to 
select bullet shapes and styles. Office 2010 has a little-known feature that is particularly 
useful for bullets in PowerPoint presentations: the ability to import your own images. For 
example, on a corporate presentation, you might use the company logo as a bullet; on a 
presentation about penguins, you could use a penguin photo as a bullet. 

To create your own custom picture bullets, select the lines of text you want to modify and 
click the arrow next to the Bullets option in the Paragraph group on the Home tab. Click 
Bullets And Numbering, the command at the bottom of the Bullets gallery. In the Bullets 
And Numbering dialog box that appears, click Picture. In the Picture Bullet dialog box, click 
Import. Now you can select any image on your computer and see it dropped back into the 
Picture Bullet dialog box, as shown in Figure 20-26. 
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Import.. 



Figure 20-26 You can use any image as a bullet — including one that is decidedly nontraditional. 

Click OK, and your new bullet is applied to the selected text on the slide. Notice that your 
custom bullet now appears in the Bullets gallery, making it easy to apply to other lists. 

For something like a corporate logo that you'll want to use in all business presentations, 
apply your custom bullet on slide layouts within your slide master that include bulleted lists. 
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We saved our three chapters on Outlook 2010 for the end of this book. That 
decision doesn't imply any judgment as to Outlook's relative worth — rather, it 
reflects the program's curious place in the Office family. The four programs we 
covered first — Word, Excel, OneNote, and PowerPoint — are included with every Office edi- 
tion. Outlook, by contrast, is available only in the business editions of Office 2010. 

Outlook is a big, feature-packed program that might be overkill for some people, especially 
those who don't need to connect to corporate mail servers. If your e-mail needs are met 
with a personal account or two from your Internet service provider and free webmail ser- 
vices, you might not need or want Outlook. In fact, it's not even an option if you use Office 
2010 Home and Student edition. 

But if you live and die by e-mail at the office, there's an excellent chance that Outlook is 
the first Windows application you start up in the morning and the last one you shut down 
at night. For anyone who needs to manage a high volume of e-mail messages and juggle 
a crowded calendar, Outlook's rich feature set and extensive customization options are 
essential. (The list of available features becomes even longer if you connect to Microsoft 
Exchange Server at work.) 

If you're not sure whether Outlook is right for you, we encourage you to read through 
these three chapters. You might find that the features in Outlook make it worth its learning 
curve. 
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What's in an Outlook Profile? 

When you start Outlook for the first time after a clean installation of Office 2010, you're 
prompted to run a startup wizard. The wizard's job is to configure your Outlook profile, 
which contains two crucial types of information: 

• Settings for one or more e-mail accounts — including server names, logon details, 
e-mail address, and the display name that recipients see on messages you send. 

• Where to store your e-mail, contacts, appointments, and other Outlook items on your 
local PC. Just as in previous versions, Outlook 2010 stores most types of data in local 
files that use the Outlook Data File format, with the file name extension .pst. If your 
profile includes one or more accounts that use the Microsoft Exchange ActiveSync 
protocol, Outlook might use an offline Outlook data file, with the file name exten- 
sion .ost. 

After you finish that startup wizard, you have a single profile that uses the default name, 
Outlook. For most people, that one profile is sufficient, and they never have to manage that 
profile or create a new one. If you routinely created multiple profiles with previous Outlook 
versions, you might find that architectural changes in Outlook 2010 make those extra steps 
unnecessary. The most important change is the ability to include multiple e-mail accounts 
from an Exchange server in a single profile — previously, you had to create a new profile 
for each Exchange account (although you could add other types of e-mail accounts to the 
same profile). 

There are still scenarios where maintaining separate Outlook profiles is necessary, despite 
the hassle it involves. For example, you might want to maintain a strict separation between 
one important work e-mail account and your personal e-mail. If those accounts are com- 
bined in a single profile, you risk inadvertently sending a personal message from your work 
account, or vice versa. 

To manage existing profiles or create a new one, make sure Outlook is closed, and then 
open Mail in Control Panel. (Outlook adds this icon to the User Accounts And Family Safety 
group as part of Office setup.) The Mail Setup dialog box is shown in Figure 21-1. 
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Setup e-mail accounts and directories 



E-mail Accounts.. 



<\ +^ Change settings for the files Outlook uses to 
J$-A store e-mail messages and documents. 



J 



Profiles - 



X Setup multiple profiles of e-mail accounts and ^ow p ro fj| eSiii 
^R data files. Typically, you only need one. — — I 



J 



Figure 21-1 The top two choices in this dialog box apply to the default Outlook profile. Click 
Show Profiles to add, change, or delete a profile. 

Clicking E-Mail Accounts or Data Files allows you to change those settings for the default 
profile. Click Show Profiles to display the profile manager shown in Figure 21-2. 




Add. . . Remove Properties | Copy... | 

When starting Microsoft Outlook, use this profile: 
(* Prompt for a profile to be used 
C Always use this profile 
| Outlook 



J. 
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Figure 21-2 Options in this profile manager enable you to specify which profile is used by 
default or to choose a new profile at startup. 

Click Add to kick off a wizard that is virtually identical to the Outlook startup wizard, allow- 
ing you to build your new profile by filling in the blanks. The Remove button deletes all 
settings for the selected profile — irrevocably and immediately. Click Properties to change 
e-mail account and data file settings for the selected profile without opening Outlook. Click 
Copy to duplicate the selected profile so that you can experiment with settings while main- 
taining your option to roll back to the original settings. 
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CAUTION 



Profiles are stored on a per-user basis in the Windows registry, under the key HKCU\ 
Software\Microsoft\Windows NT\CurrentVersion\Windows Messaging Subsystem\ 
Profiles. Although it's theoretically possible to make changes to a profile by editing the 
registry manually, we strongly advise against it. The individual settings are complex 
and not fully documented, and the risk of unexpected consequences is too high in our 
opinion. Instead, use the profile manager from Control Panel. 
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Make it easy to switch between profiles 

You cannot switch to a different profile within Outlook. If you maintain two or more 
Outlook profiles that you use regularly, you can configure Outlook so you have the 
opportunity to select a profile each time you start up. In the profile manager, under the 
heading When Starting Microsoft Outlook, Use This Profile, select Prompt For A Profile 
To Be Used. Click OK, and then restart Outlook to open the Choose Profile dialog box, 
shown here, where you can select from the Profile Name list or even create a new pro- 
file on the fly. 

Choose Profile 



Profile Name: edbott.net (Exchange)l [T] [ New,,, 



Cancel Options »\ 



Options 

|7] Set as default profile 



To set the selected profile as the default, click Set As Default Profile at the bottom of 
the dialog box before clicking OK. If this check box is hidden, click the Options button 
at the right to reveal the Options section. 
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Outlook Items 

What distinguishes Outlook from other e-mail programs? The biggest difference is the fact 
that the contents of your data file include so much more than just e-mail messages. The 
key to mastering Outlook is understanding what's in each item type and how to make dif- 
ferent item types work together. (We discuss how these different items are organized into 
folders later in this chapter. See "Personalizing the Outlook Interface" on page 700.) 

The overall view for each item type includes a set of tabs containing commands that are 
unique to that item type. When you open an individual item, its window includes yet 
another arrangement of tabs with commands to help you work with that item. The sheer 
diversity of tabs and commands is one of the key factors that makes Outlook such a chal- 
lenge to master. In the remainder of this section, we describe each of the major item types 
in Outlook. 






INSIDE OUT 






Create a new item from any view 

The first icon on the Home tab for every Outlook view allows you to click and begin 
creating a new item of the type associated with that view. From Mail view, you can click 
the New E-Mail command; from Calendar view, you get New Appointment and New 
Meeting; and so on. But what if you're in Tasks view and you want to create a new Con- 
tact item? Click New Items, and choose from its menu, which includes options for all 
available item types. If this is a regular scenario, learn the keyboard shortcuts for creat- 
ing a new item of each type: 

• E-Mail Message Ctrl+Shift+M 

• Appointment Ctrl+Shift+A 

• Meeting Ctrl+Shift+Q 

• Contact Ctrl + Shift+C 

• Task Ctrl+Shift+K 

• Note Ctrl+Shift+N 
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E-Mail Messages 

Incoming messages open in a window that contains a single tab with commands for acting 
on that message. For most common actions — responding to the sender, filing the message, 
tagging it for follow-up, or deleting it — you'll find commands on the Message tab (shown 
here) to be sufficient. 
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When you're creating a message to send to other recipients, the editing window includes 
a much richer set of commands. We cover this interface in more detail later in this chapter; 
see "Creating, Sending, and Receiving Messages" on page 729. 

For details on how to preview, open, or save file attachments, see "Working Safely with 
File Attachments" on page 820. We describe the People pane in more detail in "Using Outlook 
Social Connector and the People Pane" on page 807. 



Appointments 

Appointments are items in your Outlook calendar that have a start and end time but 
don't involve scheduling and coordination with other people or resources. If you select 
the All Day Event check box, the Start Time and End Time boxes are unavailable and the 
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appointment is listed as an event at the top of the calendar for that day. The Copy To My 
Calendar button here indicates that this appointment is in a separate calendar that is not 
the default Outlook calendar. 
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For an overview of how multiple calendars work, see "Sharing and Comparing Calendars" on 
page 777. 



Meetings 

In Outlook's specialized definition, a meeting is an appointment that includes invitations to 
other attendees (sent by e-mail) and, in some organizations, scheduling of resources such 
as conference rooms that have their own shared calendar. You can turn any appointment 
into a meeting by clicking the Invite Attendees button. The meeting shown in Figure 21-3, 
for which invitations have already been sent, contains tools for tracking responses from 
attendees and finding available meeting rooms. 
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Figure 21-3 Information about invitees and attendees appears on the Meeting tab and in the 
People pane below the item itself. 

For more about how to create and manage appointments and meetings, see "Managing 
Your Calendar" on page 723. 
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Meeting requests work with outsiders, too 

Outlook's tools for managing meetings work best on corporate networks, where 
coworkers can use the Scheduling Assistant to pick a time that's most likely to work 
with everyone's schedule. But even families and one-person shops can use meeting 
requests to good advantage. Invitees who use Outlook can accept the meeting request, 
which automatically adds the meeting to their own calendar and sends a response to 
the meeting organizer. If any invitee needs to make a change to the meeting schedule, 
they can send an update to the organizer, avoiding scheduling snafus. The key to using 
meeting requests under these circumstances is for all parties involved to get in the 
habit of sending responses to meeting requests so that everyone's calendar is properly 
updated. 
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Contacts 

An Outlook contact can be as simple as the name and e-mail address of a casual acquain- 
tance, or it can contain the equivalent of a full dossier on a working partner or a key cus- 
tomer. Figure 21-4 shows a contact item that's been filled in with an impressive amount 
of detail. 
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Attachment in Notes pane 

Figure 21-4 Adding a picture to a contact item lets you associate a name with a face or a logo 
or even a company mascot. You can also add attachments in the Notes pane. 

You can create contacts directly from incoming mail and also share contacts with other 
people. It pays to organize large groups of contacts, although the shoebox approach also 
works, thanks to very effective search tools. Outlook typically displays multiple folders in 
the Navigation pane, each associated with a different e-mail account or service. In addition, 
you can create Contact Groups so that you can easily bring together a filtered list of con- 
tacts who are related in some way — coworkers, classmates, or customers. 
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For more on how to create and manage contact items, see "Organizing Your Contacts" on 
page 715. For more on how address books work, see "Using Address Books and Directory Ser- 
vices" on page 767. 
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Tasks 
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If your productivity depends on to-do lists, you'll use Task items frequently. You might 
never need to open the Tasks folder, however, because all these items are available as you 
read your e-mail, in the Task List section of the To-Do Bar, to the right of the contents pane. 
You'll also find a daily task list in Day and Week views of your calendar. 

A task, such as the one shown here, can have start dates and due dates, and you can attach 
reminders to each item as well. As with other Outlook items, you can include a full range 
of formatting and objects in the notes section, below the header. In the task shown here, 
we've used a command on the Insert tab to create a table in the notes section. 
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For more on how to attach alarms and deadlines to tasks, see "Setting Follow-up Flags and 
Reminders" on page 771. 

Notes 



Items in the Notes folder are unlike any other Outlook item type. Clicking the New Note 
button on the Home tab opens an editing window that resembles the yellow sticky notes 
that are ubiquitous in offices. You can type or paste text into a note (including hyperlinks, 
which are clickable), but you can't format that text directly, nor can you paste any non-text 
object, such as a picture, into a note. 
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Customization options for the Notes folder are sparse. On the Notes And Journal tab of the 
Outlook Options dialog box (click File, and then click Options), you can change the default 
color and size for new notes, as well as select a default typeface and size. 
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INSIDE OUT 



Better options for note-takers 



If you like the small, free-form nature of items in the Outlook Notes folder, you have 
much more interesting alternatives than this frankly limited feature. For starters, con- 
sider using OneNote, which allows you to save more types of content on notes. You 
can open a Side Note with the keyboard shortcut Windows logo key+N and type or 
paste anything you want. In Windows 7, you can also add the Sticky Notes gadget to 
the desktop, making similar notes available any time your PC is on, even if Outlook is 
closed. 
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Journal Entries 



The Journal folder and its associated content type are relics of bygone Outlook versions, 
where items of this type tried to maintain connections between related items. This func- 
tionality is delivered better and more conveniently in Outlook 2010 using search tools, the 
Activities page, and the new People pane. The Journal stays around for compatibility rea- 
sons, but it's disabled by default, and there are few shortcuts to open it. If you accidentally 
click the Journal folder in the Folders list, you see this message: 
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Microsoft Outlook 



! 



The Journal can automatically track 
Microsoft Office documents and e-mail 
messages associated with a contact 
but the Activities page in a Contact also 
tracks e-mail messages, and it does not 
require the Journal. 
Do you want to turn the Journal on? 

O Do not show this message again 



We strongly recommend that you click No at this point, and instead of using the Journal, 
follow our suggestions in "Using Outlook Social Connector and the People Pane" on page 807. 



Personalizing the Outlook Interface 



Outlook's user interface is built around a relatively small number of elements, but their 
arrangement and contents shift dramatically according to the view you choose from the 
icons at the bottom of the Navigation pane on the left. Each view (Mail, Calendar, Contacts, 
and so on) has a layout specific to the item type, and you can also control the contents 
displayed in the center pane by selecting a specific folder to display. The To-Do Bar, on the 
right in most views, contains a date navigator and a summary of upcoming appointments 
and tasks. 



You can choose from six views, five of which are associated with item types; the sixth shows 
a list of all folders. The exact content and layout of each view varies. Figure 21-5 shows 
the Folder List view, which gives you access to the widest range of items without having to 
change views. 

To quickly open any of these views, use this little-known group of Outlook keyboard short- 
cuts: Ctrl + 1 for Mail, Ctrl+2 for Calendar, down to Ctrl + 6 for Folder List. A seventh icon, 
called Shortcuts, allows you to assemble a list of shortcuts to Outlook folders, to folders on 
a local hard disk or a shared network drive, or to web pages. It's more interesting in theory 
than it is useful in practice. If you dig deep enough, you'll find an eighth icon, for the Jour- 
nal folder; it is hidden by default. 
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Figure 21-5 Clicking one of the view icons at the bottom of the Navigation pane changes the 
layout to the previously saved settings for that view. 

You can tweak the arrangement of items in each view by using commands in the Layout 
group on the View tab, as shown here. Any customizations you make to the layout for a 
specific view are saved and restored when you return to that view. 
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The default layout for each view is different. Click the Mail view icon, for example, and the 
Navigation pane displays all available mail folders, with a customizable Favorites list at the 
top of the pane. We've dragged two folders into the Favorites pane for quicker access in 
the example shown here. 
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Customizing the Navigation Pane 

In all views, the Navigation pane is visible by default on the left side of the Outlook win- 
dow. On PCs with a small display size, you can minimize this pane to a slim strip on the left 
by clicking the arrow in the top right corner of the pane. (You can also use the Minimized 
option on the Navigation pane menu on the View tab.) This gives you more room for work- 
ing with the contents of the current folder. 
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Show just the view icons you need 

If screen space is at a premium, you can shrink the list of view icons at the bottom of 
the Navigation pane to a single row of icons without labels by dragging the bar above 
the Mail icon down as far as it will go. Dragging this bar up moves icons from the top 
of the list to their own row, with a label. To remove icons from this group, click the tiny 
arrow in the lower right corner of the View Icons section to display the Configure But- 
tons menu shown here. Click Add Or Remove Buttons, and then click any entry in the 
list to toggle its button off or back on. 

— Configure Buttons 



Q Mail 

□5 Calendar 
& 1 Contacts 



ShJo T 



Show More Buttons 
Show Fewer Buttons 
Navigation Pane Options.. 
Add or Remove Buttons 



Items: 2 | 



Ma 



_J Calendar 

[a3| Contacts 

(H) lasks 

|5] Folder List 

H Shortcuts 

.L. j Journal 



To change the order of view icons, click Navigation Pane Options on the shortcut menu 
(or click Options on the Navigation Pane menu on the View tab), and then use the 
Move Up and Move Down buttons in the Navigation Pane Options dialog box. 
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When the Navigation pane is minimized, the word Folders appears in all views, in bold let- 
ters running sideways up the pane; in Mail view only, you can also see the first few choices 
from the Favorites section. View icons appear at the bottom of the pane, sans labels, unless 
you hide them completely by dragging the separator line to the very bottom of the win- 
dow. Click Folders to display a pop-out list of all available folders, as shown next. After you 
make a selection, the list disappears again. 
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To completely hide the Navigation pane, right-click the minimized pane and select Off from 
the shortcut menu (or use the equivalent menu command on the View tab). To restore the 
pane to its full width, click the Expand arrow at the top right corner of the minimized pane, 
or use the Navigation Pane menu on the View tab. 
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Be more productive with multiple Outlook windows 

If you regularly use two or more Outlook views — Mail and Calendar, for example — con- 
sider keeping each view open in a separate window. In the Navigation pane, right-click 
any folder or view icon, and then click Open In New Window. For these secondary win- 
dows, such as those for the Contacts or Tasks view, you can make the most economical 
use of space by hiding the Navigation pane and collapsing the ribbon. This configura- 
tion also allows you to arrange windows side by side. That arrangement makes it easy 
to see openings and conflicts on your calendar as you reply to e-mail messages from 
clients or customers. It also allows you to drag contacts or e-mail items into your calen- 
dar to create appointments. 



Personalizing the Outlook Interface 705 



Organizing the To-Do Bar 

On the right side of the Outlook window is the To-Do Bar. It's visible in the default layout 
for all views except Calendar, and it behaves much like its counterpart on the opposite side 
of the screen, the Navigation pane. 

The To-Do Bar consists of three sections. The Date Navigator, at the top, shows one or more 
months, with bold numbers indicating days that contain appointments, events, or meetings. 
Use the arrows alongside the month name to navigate to the previous or next month, or 
click the month name to select from a list that includes the three months before and after 
the month you click on. Click a day of the month (or drag to select multiple adjacent days) 
to switch to Calendar view and display all items from the selected date or dates. 



Beneath the Date Navigator is the Appointments section, which shows the next few 
appointments or meetings on your calendar. And below that section is the Task list, which 
displays upcoming items from the Tasks folder, in list format. If you have a particularly full 
calendar and rarely use the Tasks folder, you can allow more room for upcoming appoint- 
ments by hiding the Task list. In fact, you can display or hide any of the three sections using 
the To-Do Bar menu on the View tab, as shown here. (The same choices are available as a 
shortcut menu if you right-click the To-Do Bar.) 
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Just as with the Navigation pane, you can use the arrow at the top of the To-Do Bar to 
minimize it to a thin strip that shows only your next appointment and a summary of your 
Task list. Click anywhere on the minimized pane to pop out the full To-Do Bar temporarily. 
After you make a selection or click elsewhere in the Outlook window, the To-Do Bar retreats 
into hiding again. 
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For slightly finer-grained control over what appears within each section on the To-Do Bar, 
click Options on the To-Do Bar menu, which opens this dialog box. 



f To-Do Bar Option, ffl 

[71 Show Date Navigator 

Number of month rows: 1 

|yl Show Appointments 
[V] Show All Day Events 
[V] Show Details of Private Items 

W\ Show Task List 
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Clear the Show All Day Events check box if you want to show only appointments and meet- 
ings with specific start and end times, for example, and not clutter up the Appointments 
section with labels describing a day's events. You can also hide details of items you mark as 
Private (using the Show As menu in the Options group on the Meeting tab). 

Any changes you make to the To-Do Bar apply immediately and are reflected in all views. 



INSIDE OUT 



Use a widescreen monitor to see extra months 






In its default configuration, the To-Do Bar shows a single month in the Date Naviga- 
tor. If you have a big enough monitor and an active calendar, increase the value in the 
Number Of Month Rows box to 2, and then drag the inside edge of the To-Do Bar to 
the left until a second (or third) month appears in each row. This arrangement has the 
additional advantage of lengthening descriptions of items in the To-Do Bar, making 
them more readable. 



Using the Reading Pane 

The Reading pane allows you to click an individual item and preview its contents without 
having to open that item in its own window. Although it's most obviously useful for read- 
ing and replying to e-email messages, you can use this pane in other views as well, and any 
customizations you make (whether to show or hide the pane and whether to position it at 
the bottom or the right of the contents pane) are saved for each view independently. 
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The Reading pane doesn't allow editing, but you can follow hyperlinks, preview attach- 
ments, respond to meeting requests, and view important messages in the InfoBar. When 
you use the Reading pane in Mail view, attachments appear in a bar below the Subject line, 
where you can preview their contents. 

For more on the security implications of attachments, see "Working Safely with File Attach- 
ments" on page 820. 

Clicking Options on the Reading Pane menu (in the Layout group on the View tab) opens 
the dialog box shown here, where you can control whether and when new messages are 
marked as read after you view them in the Reading pane. 



Reading Pane 



BE| 



Reading Pane options 

O Mark items as read when viewed in the Reading Pane 
Wait |5 H seconds before marking item as read 
[7] Mark item as read when selection changes 
[7] Single key reading using space bar 



Setting Up Mail Accounts 



Outlook's prime directive is to manage your e-mail, fetching and processing incoming 
messages and making sure that messages you compose and send go to their intended 
recipients. You're prompted to set up the first account by the Outlook startup wizard, which 
allows you to set up additional accounts at the same time. Afterward, you can add new 
accounts and reconfigure or remove existing accounts from the Info tab in Backstage view. 
Click File, and then click Info to display options similar to those shown in Figure 21-6. (The 
exact choices available depend on the type of e-mail account selected in the list directly 
under Account Information. We discuss these differences in more detail in the following 
sections.) 
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The simplest way to set up a new account is to click Add Account and then enter your dis- 
play name, your e-mail address, and your password on the Auto Account Setup page of the 
Add New Account dialog box. Outlook can automatically configure account settings for 
most Internet-standard e-mail accounts and for well-known web-based mail services. Out- 
look first tries to make an encrypted connection, and if that fails, it asks for your approval 
to try an unencrypted connection. Configuration is also automatic with any Microsoft 
Exchange server that has been configured to use the Autodiscover service. 
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Figure 21-6 The list at the top of this pane shows accounts you've already set up. The options 
for a Microsoft Exchange account are significantly different from those shown here. 



Note 

For technical details about the Autodiscover service on Exchange 2010, see the TechNet 
article at w7io.com/12101. 






If the automatic configuration fails, you see an error message. If you know the server names 
and any other nonstandard settings, such as alternate port numbers, you can configure the 
account manually. Click Back to start over, and then select the Manually Configure Server 
Settings Or Additional Server Types option. Or, in the dialog box that displays the error 
message, select Manually Configure Server Settings, and then click Retry. 
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Problem Connecting to Server 



'^ 



Configuring 



Configuring e-mail server settings. This might take several minutes: 
■J Establish network connection 
X Search For noone@w7io.com server settings (unencrypted) 

Log on to server (unencrypted) 



Verify the settings below. You can make changes if necessary. 
E-mail Address: noone@example.com 



Example: ellen@contoso.com 



I I Manually configure server settings 



Retry 



To change the settings for an existing e-mail account, click Account Settings on the 
Account Settings menu (and no, that's not a typo — the duplicate menu options are by 
design), select its entry in the accounts list, and then click Change. 

Figure 21-7 shows an Outlook profile that contains four accounts. The white check mark 
in a black circle denotes the default e-mail account, which is used to send newly created 
messages unless you specify an alternate account. Replies are always sent using the account 
through which the original message was received, although you can choose a different 
account if you prefer. 

We look at the different options available for each type of mail account in the following 
sections. 
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Account Settings 
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E-mail Accounts 

You can add or remove an account. You can select an account and change its settings. 



E-mail Data Files RSS Feeds SharePoint Lists Internet Calendars Published Calendars Address Books 
£§New... ^Repair... ^Change... Q Set as Default ^< Remove * + 



Name 

O katybott@live.com 
katy@edbott.net 
katy@example.com 
mackje@example . com 



Type 

MAPI (send from this account by default) 

Microsoft Exchange 

IMAP/SMTP 

POP/SMTP 



Selected account delivers new messages to the following location: 
katybott@live.com\InboK 



Figure 21-7 Select an account from this list, and then click Change to view and edit its settings. 

Using Internet- Standard Mail Servers 

Many traditional Internet service providers and web-hosting companies offer subscribers 
and customers access to e-mail servers that use well-established, even venerated e-mail 
standards. The most common is the combination of Post Office Protocol (POP or POP3) for 
receiving messages and Simple Mail Transfer Protocol (SMTP) for sending messages. 

Figure 21-8 shows the Internet E-Mail Settings page for POP/SMTP e-mail account. 

What you enter in the Your Name box under the User Information heading is what recipi- 
ents see when you send them an e-mail message. If you have an account that you use only 
for specific purposes, you might want to add that information as part of the display name. 
For an account you use exclusively to contact reporters and analysts, for example, you 
might add (Media Relations) after your name. 

The other Internet standard e-mail account type is Internet Mail Access Protocol (IMAP), 
which is an alternative to the POP standard. On an IMAP server, your messages stay on 
the server and are synchronized with a local copy. Some ISPs and hosting companies 
provide IMAP and POP services on the same server; in that case, Outlook's automatic 
account configuration might choose IMAP when you wanted POP, or vice versa. You can't 
change the account type after initially configuring an account; instead, choose the manual 
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configuration option and create a new account using the same settings, and then choose 
the correct entry from the Account Type list. Use your existing Outlook data file as the 
delivery location. After you verify that the new account works properly and your messages 
are intact, you can delete the old account. 



Internet E-mail Settings 

Each of these settings are required to get your e-mail account working. 


User Information 


Test Account Settings 

After filling out the information on this screen we 
recommend you test your account by clicking the button 
below. (Requires network connection) 


Your Name: |MackJe Bott 




E-mail Address : | m ackJe@example . com 


Server Information 


Test Account Settings .. . 

F71 Test Account Settings by clicking the Next button 
Deliver new messages to: 

® New Outlook Data File 
Existing Outlook Data File 


Account Type: 1 POP3 |_*j 


Incoming mail server : | mai | , example . com 




Outgoing mail server (SMTP) : mai | , example . com 


Logon Information 


User Name: |mackJe| 


Browse 




Password: 1 ******** 


F71 Remember password 
| | Require logon using Secure Password Authentication (SPA) 


More Settings ... 






< Back [ Next > Cancel 





Figure 21-8 You can change your name or enter new server names after you create an account. 
The Deliver New Messages To options are available only when you create a new account. 

If the esoteric setting you're looking for isn't visible in the Internet E-Mail Settings dialog 
box, click the More Settings button in the lower right corner. There, you'll find a collection 
of settings that you might never need; but knowing how to adjust the settings there can fix 
some of the following types of e-mail glitches: 

• If your SMTP server requires that you use a different set of credentials from the ones 
you use to receive mail, enter this information on the Outgoing Server tab. 

• To change the name that identifies the account in the E-Mail Accounts list, click the 
General tab and enter a name in the Mail Account box. By default, Outlook initially 
fills this field with the e-mail address for an account, but you might want to replace 
that with a descriptive account name. 

• For IMAP accounts only, use the Deleted Items and Sent Items tabs to control where 
these items are stored. You can choose folders on the server side or folders in your 
local Outlook data file. 
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• If your Internet service provider or network blocks traffic on some network ports, you 
might need to specify alternative ports to send or receive e-mail. This might happen 
if your ISP insists that you use its SMTP servers for outgoing messages and blocks 
traffic on the standard SMTP port 25. If the administrator of your SMTP server has 
defined an alternate port for either incoming or outgoing messages, you can fill in 
the correct port numbers on the Advanced tab. 

Options on the Advanced tab vary slightly between IMAP and POP accounts, as shown in 
Figure 21-9. 
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Internet E-mail Settings 



General | Outgoing Server | Connection | Advanced | 



Server Port Numbers - 



Incoming server (POP3): 



Use Defaults 



I I This server requires an encrypted connection (SSL) 
Outgoing server (SMTP): 25 

Use the following type of encrypted connection: None 
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Short ■-J 

Delivery 
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Figure 21-9 The IMAP configuration (left) uses secure connections for incoming and outgoing 
servers; the POP account (right) uses the standard SMTP port 25, which is blocked by some ISPs. 
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Configuring Exchange Accounts 

If one or more of your e-mail accounts is on a server running Microsoft Exchange, it's 
almost certain that your account is for business, and a server administrator can provide you 
with the detailed instructions to connect to that account and begin synchronizing its con- 
tents with a local Outlook data file. If the server administrator is sensible enough to have 
configured the Exchange Autodiscover service, all you need to do is enter your name, your 
e-mail address, and your password in the Add New Account dialog box. The configuration 
steps after that are automatic. 



INSIDE OUT 






Let someone else run your Exchange server 

Microsoft Exchange Server has earned a reputation over the years as complex and 
suitable only for use in large enterprise settings. That intimidating image is softening 
with the steady growth of hosted Exchange services, which allow businesses of any size 
(even single-person shops) to connect to Exchange servers over the Internet, paying 
a monthly fee to a service provider that handles the headaches of server administra- 
tion and backup. You can purchase a hosted Exchange account as part of the Busi- 
ness Productivity Online Suite directly from Microsoft (microsoftonline.com) or from 
a Microsoft partner (w7io.com/12102). You can also try third-party partners such as 
Apptix (mailstreet.com) and Intermedia (intermedia.net). 
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If you need to configure settings manually, you have to go through a few dialog boxes to 
enter server names and your credentials. If you access your e-mail over the Internet (rather 
than on an internal network), you also need to ensure that Exchange Anywhere (the official 
name for a secure connection to Exchange using HTTP) is configured properly. Open the 
Account Settings dialog box for your Exchange account, click Change, and then click More 
Settings. On the Connection tab, shown next, click Exchange Proxy Settings and fill in the 
server names and connection details exactly as they're supplied to you by your Exchange 
server administrator. 
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Microsoft Exchange 



dD 



General | Advanced | Security | Connection | 



Use these settings when connecting to Microsoft 
Exchange when working offline: 

® Connect using my Local Area Network (LAN) 

• . • Connect using my phone line 

(_) Connect using Internet Explorer's or a 3rd party dialer 

Modem 

Use the following Dial-Up Networking connection: 



Properties.. 



Outlook Anywhere 

W\ Connect to Microsoft Exchange using HTTP 
Exchange Proxy Settings... j 



Apply 



Outlook 2010 supports multiple Exchange accounts, all of which can be run in Cached 
Exchange Mode, in which a copy of your server-based mailbox is maintained locally 

Using Windows Live Hotmail with Outlook 

Windows Live Hotmail traces its roots to one of the oldest free web-based e-mail services. 
Hotmail was founded in 1996 and was purchased by Microsoft in 1997. (Trivia note: The 
name of the service was originally HoTMaiL, with the capitalized letters HTML providing a 
clue that, yes, this service runs on the web.) Windows Live Hotmail, the latest version of the 
service, still runs on the web, but it also hooks up neatly with Outlook with the help of a 
small add-on called the Outlook Hotmail Connector. 

When you first set up an e-mail account, Outlook asks you if you also want to set up 
a Windows Live Hotmail account. If you say yes, it downloads and installs the Outlook 
Hotmail Connector and walks you through the configuration process. (To download and 
install this utility manually, visit w7io.com/12103.) 

With the help of the connector software, you can synchronize contacts, calendars, rules, 
and safe/blocked senders lists from your Windows Live Hotmail account to Outlook. It also 
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improves the experience of using your Windows Live Hotmail account so that it works like a 
traditional e-mail account 

Setting Up a Webmail Account from a Non-Microsoft Service 

Microsoft is not the only big company with a free web-based e-mail service. If you set up 
a new e-mail account using an address (and its associated password) from Google's Gmail 
{gmail.com) or Yahoo Mail {yahoomail.com), Outlook automatically configures the correct 
account settings — using IMAP for Gmail and POP for Yahoo. For other web-based services, 
you might need to dig to find the correct settings to use. In some cases, you might need 
to pay for a premium subscription or tweak settings for the account using its web-based 
administrative interface so that it emulates a POP/SMTP or IMAP account. 



Organizing Your Contacts 



Your Outlook profile has at least one Contacts folder, and most have several. Your primary 
Outlook data file is where your local Contacts folder is stored. Each Windows Live Hotmail 
account you connect to Outlook includes its own Contacts folder, and connections to social 
media services like Linkedln also appear as folders in Contacts view. A new feature in Out- 
look 2010 adds a Suggested Contacts folder for every e-mail account you set up. (We have 
more on the pros and cons of that feature later in this section.) 

Contacts folders typically build up over time. When you meet a new neighbor or acquire 
a new customer, you probably want to add their e-mail address, phone number, and other 
details to Outlook. To create a new Contact item from scratch, you click New Contact (on 
the Home tab in Contacts view) and fill in the blanks. If you've just returned from a trade- 
show or a sales call with a fistful of business cards, you can enter each new contact's infor- 
mation in a new Contact form, clicking Save & New after each one. 

Using Contact Cards for Quick Viewing 

You don't need to browse to a Contacts folder or open a Contact item to see details about 
a person. An alternate view called the Contact Card is available from any e-mail message. 
To see a mini version of this information, point to any name or e-mail address in the header 
(the From:, To:, or Cc: fields) to pop up the compact version of that person's Contact Card. 
If that person's name is in a Contacts folder, detailed information (including a photo, if one 
is available) appears on the Contact Card. If you right-click the name or address in the mes- 
sage header, you see a shortcut menu and the mini Contact Card, as shown next. 
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The four icons at the bottom of the mini Contact Card allow you to compose an e-mail 
message addressed to that contact, send an instant message, make a phone call, or sched- 
ule a meeting. (The instant-message features work only if you're signed in to a compatible 
service, such as Windows Live Messenger, and you can make a phone call only by using 
Office Communicator on your company network.) You can create a new Contact item for 
that person and add it to your Contacts folder or look up existing details for the contact by 
using the menu items at the bottom. 

The Send E-Mail icon is especially useful if you're looking at a message and you want to 
start a completely new conversation. Rather than reply to the original, unrelated message, 
right-click your recipient's name in the message header, and then click the Send E-Mail 
icon. 

Click the arrow in the lower right corner of the mini Contact Card to display the full Contact 
Card, which has additional details such as phone numbers. To keep the Contact Card from 
disappearing as soon as you move the mouse pointer, click the pushpin icon in its upper 
right corner. That keeps the item visible until you close it. 
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Browsing the Contents of a Contacts Folder 

In Contacts view, the Navigation pane displays a list of all folders containing Contact items. 
Select a folder from that list to display all its contacts in the contents pane. Figure 21-10 
shows a well-stuffed Contacts folder using the default Business Card format. 
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Figure 21-10 The width of each item in Business Card view is fixed and cannot be changed. The 
more information you fill in for a contact, the more you see on the business card itself. 



CD 

Q_ 
05 

_C 

U 



In both the Navigation pane and individual business cards, note the frequent use of gray 
text. The e-mail account associated with a Contacts folder appears in a light gray after the 
folder name, which is in black type. Likewise, the words Home and Work and Mobile appear 
(in gray) immediately to the right of phone numbers (in black) on a contact's business card. 
The gray type makes it easier for your eye to focus on the data that matters and tune out 
the extra details until you need them. 
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Include a title for every contact 

Whatever you type in the Full Name field is parsed by Outlook, which usually does 
a good job of distinguishing first names from last names. If Outlook gets any details 
wrong, open the item and click the Full Name button, which opens the Check Full 
Name dialog box shown here: 



Check Full Name 





Title: || 


HI 


First: |Kim 


Middle: [_ 


Last: | Abercrombie 


Suffix: [ 


~a 





^ Show this again when name is incomplete or unclear 



As you can see, the contents of the Full Name field allow you to specify a title, as well 
as a middle name or initial and a suffix. A courtesy title is essential if you use a Contacts 
folder as a mail-merge source and you want to be able to address recipients formally 
("Dear Dr. Smith"). The drop-down Title list allows you to choose from some standard 
options: Mr., Miss, Mrs., Ms., Dr., or Prof. You can skip that step if you enter the title 
at the beginning of the Full Name field when you create a new Contact item. Thus, 
when you enter Mr. Jeff Smith, Outlook correctly parses Mr. as a title. Some courtesy 
titles that aren't in the drop-down Title list work automatically as well. Outlook parses 
the title correctly if you begin the Full Name field with Monsieur, Madame, or Made- 
moiselle; Herr, Frau, or Fraulein; Sir or Madame; or Signore, Signora, or Signorina. For 
unsupported titles, such as Sehor, Sehora, Lord, and Lady, or for alternate spellings like 
Madam, you can type directly in the Title box. 



Changing Display Names and Sort Order 

When browsing through contacts, you might notice two separate name fields on each one. 
In Business Card view, for example, the name at the top of each card is taken from the File 
As field; by default, this is Last Name, First Name. In bold letters on the card itself is the Full 
Name field, which normally appears as First (Middle) Last If you want to change this order 
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for new cards you create, open the Options dialog box (click File, then click Options) and 
display the Contacts tab, as shown in Figure 21-11. 



Outlook Options 



Mail 
Calendar 



Contacts 



Notes and Journal 

Mobile 

Language 

Advanced 

Customize Ribbon 

Quick Access Toolbar 

Add-Ins 

Trust Center 



Change how you work with your contacts. 



Names and filing 



Last, First 



jl Default "Full Name" order: i 
Default "File As" order: © 
[7] Check for duplicates when Last, First 
First Last 
Linking Company 



Contacts index 



First [Middle) Last|j^| 



HI Show an additional index < 



Additional c x: Arabic 



□ 



Online status and photographs 



3 Display online status next to name 

W\ Show user photographs when available (requires restarting Outlook) 



Suggested contacts 



W\ Automatically create Outlook contacts for recipients that do not belong 

to an Outlook Address Book 
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Figure 21-11 Any changes you make in the Names And Filing section apply to new contacts you 
create but do not affect existing Contact items. 

The settings you assign here dictate how these fields are filled in for new Contact items. 
They don't change existing items. At any time, you can override the current settings in the 
Names And Filing section. The five default File As choices, as shown here, combine the con- 
tact's first, last, and company names. For professional contacts who you don't know well, 
you might prefer to include the company name as part of the field you see so that you can 
recognize it quickly when browsing, as shown next. 
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Contact Insert 



Kirn Abercrombie - Contact 
Review 



H £3 



| Full Name,,, 

Company: 

Job title: 

File as: 
Internet 

| Efl E-mail,,. p 

Display as: 

Web page address: 

IM address: 
Phone numbers --■ 



Business... 






School of Fine Art 



Membership Coordinator 



Abercrombie, Kim 
Kim Abercrombie 
School of Fine Art __^^^^^^^ 

ineArt) k 
School of Fine Art [Abercrombie, Kim) vtf 



/ S 



Kim Abercrombie 

School of Fine Art 
Membership Coordinator 
(710) 555-3333 Mobile 
(710) 555-6173 Home 
kimiafinearts chool.net 
l^W. Lmcoiri^. 






Los AngeTe 
http://Www.fineartschool.net/ 












Also one of the early investors 
in Coho Winery. 



\ 
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For a more compact view of a Contacts folder that contains many items, switch to List view, 
where the Full Name and File As fields have their own columns. 

For an explanation of how to customize, save, and switch between views, see "Selecting and 
Customizing Views in Outlook" on page 753. 



Searching for Contacts 

If a Contacts folder contains more than a dozen items, it's often easier to search than to 
browse. The Search Contacts box at the top of the contents pane lets you instantly filter the 
contents of the current folder. (Press Ctrl + E to move the insertion point directly to this box 
so you can begin typing.) This is a word-wheel search that responds immediately (or nearly 
so) as you type. Contacts appear in the list if any part of any field in that item matches the 
text you type in the search box. So, typing tra locates your friend Shirleen H. Travers and 
anyone who works at Margie's Travel. 



INSIDE OUT 




Search through all Contacts folders at once 

The Search Contacts box is the fastest way to find someone if you know which Contacts 
folder contains the details you want to use. But what if you're not sure which folder 
the person's contact details are located in? Or what if you created a contact record 
for a business associate and that person's Linkedln profile is also available in a Con- 
tacts folder? For those occasions, click in the Find A Contact box at the right side of 
the Home tab in any view, enter part of the person or company name you're looking 
for, and then press Enter. If Outlook finds one and only one match, it opens that item 
directly. If it finds more than one match, it displays the Choose Contact dialog box, 
which lists matching contacts (using the Full Name field) and also shows the source of 
each one. Select a name, and then click OK to open that contact. 
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For more on how to use search features throughout Outlook, see "Mastering Outlook 
Search" on page 741 

Creating and Using Contact Groups 

If you routinely send e-mail to the same group of people (or schedule meetings with a 
committee or club), you can avoid the tedium of picking each name individually and create 
a Contact Group item that includes those names. Open the folder that contains the con- 
tacts you want to save as a group, and click New Contact Group on the Home tab. Give the 
Contact Group a name, and then click Add Members to begin picking from your Contacts 
folder or another address book. The resulting group appears among the rest of your con- 
tacts, with the group name displayed with individual contacts using the File As settings, as 
shown in Figure 21-12. 
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Group 
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A. DatL 



(461) 5' 
jake@< 
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Charlc 
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I E-mail 
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Figure 21-12 Use Contact Groups to make it easier to send e-mail to people working on a proj- 
ect or to schedule a meeting with a board or committee. 



Double-click a group to change the group name, add or remove members, or add notes 
about the group. Use the E-Mail command (in the Communicate group) to address a mes- 
sage to all the members of the group or to prepare meeting invitations that include every- 
one in the Contact Group. 
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CAUTION 



A Contact Group is not the same as a mailing list (sometimes also called a discussion 
list) managed by an e-mail server. The latter allows you to use a group name (like coho- 
list@example.com) to send and receive e-mail messages, which are in turn passed on 
individually to list members, who see only the alias in the To: or From: field. When you 
use a Contact Group to create a new e-mail message, it initially appears in your mes- 
sage window as a single bold name that matches the Contact Group name. But when 
you click Send, the group name is immediately replaced with the addresses that it con- 
tains. If you enter the group name in the To: field and it contains 37 e-mail addresses, 
every recipient will see every one of those 37 addresses. If you don't want your recipi- 
ents to be identified, use the BCC field instead. 
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Dealing with Duplicate Contacts 

If you try to add a new contact with the same name as an existing contact, Outlook inter- 
venes and offers to merge information from the new contact into the existing contact. This 
works especially well when you get a message from a friend who has updated her e-mail 
address. Right-click the address in the message header, and click Add To Outlook Contacts. 
Because a Contact item by that name already exists, you see a dialog box like the one 
shown here: 



Duplicate Contact Detected 

The name or email address of this contact already exists in the Contacts folder. Would you like to: 

© Add new contact 

o Update information of selected Contact. A backup copy will be saved in Deleted Items Folder 



Full Name 



Job Title 



Company 



E-mail 



Kim Abercr 



Membership Coordi... School of Fine Art k chool.net 



Preview of Updated Business Card: 



Changes Contact: 



Kim Abercrombie 

School of Fine Art 
Membership Coordinator 
(710) 555-8888 Mobile 
(710) 555-6178 Home 
kim-a@example.com 
kim@fineart5chool.net 
123 W.Lincoln St. 
Los Angeles, CA 90002 
http ://Www.f i n e a rts ch o o I . n et/ 



Full Name: 


Kim Abercrombie 


j. 


Job Title: 


Membership Coordinator 




Company: 


School of Fine Art 


E-mail: 


kjm-a@example.com kim@fincoftxhooLn\ 


E-mail 2: 


kjm@f ineartschool . net 


r 


Business Home Page: 


http : //www . f ineartschool . net/ 




Business Address: 


123 W, Lincoln St. 






Los Angeles, CA 90002 




Home Phone: 


(710)555-6178 




Mobile Phone: 


("7101 555-8888 




.1 


rrr | ► 



Update 
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How to merge two contacts into one 

As we note in this section, Outlook intercedes if you try to create a new item with the 
same name as an existing contact. But how do you force this detection if you acciden- 
tally create multiple contact items for the same person under slightly different names? 
The technique is a little tricky. First, make sure the Full Name field is identical for both 
contacts. In Contacts view, click to select the Contact item whose e-mail address you 
want to see as the first one in the merged contact. Press Delete. (Don't worry, this is 
only a temporary step.) In the Navigation pane, click the Folder List icon, and then click 
the Deleted Items folder for the Outlook data file that contains the Contacts folder 
you're working with. Find the freshly deleted Contact item, and press Ctrl+C to copy it 
to the Clipboard. Now return to the Contacts folder, and press Ctrl+V to create a new 
item from the contents of the Clipboard. Outlook will offer to merge the two items. If 
you approve, click Update. This process is surprisingly effective, and it even combines 
the contents from the Notes field in both items so that you don't lose any important 
information you inadvertently kept in two places. 



J 



Managing Your Calendar 



An Outlook calendar can do things that a traditional printed calendar can't. Outlook allows 
you to keep multiple calendars — so you can keep personal and work-related events firmly 
separated but combine the two when you're viewing your schedule. You can add follow- 
up flags and reminders to an appointment, keep perfect track of appointments that recur 
weekly or monthly, and schedule meetings with coworkers. If you work at a desk, you 
probably have Outlook open at all times, and your calendar is never more than a few clicks 
away. If you travel, you can synchronize your Outlook calendar with a smartphone or a por- 
table PC so that any appointment you enter or change in one place shows up in the other. 

For more details on how to get Outlook to nag you (in a good way) about what's coming up 
on your calendar, see "Setting Follow-up Flags and Reminders" on page 771. For an overview 
of how to sync PCs and devices, see "Receiving and Synchronizing Data" on page 788. 
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In Calendar view, you see all meetings and appointments (and all-day events). The Date 
Navigator control (identical to the one found in the To-Do Bar in other views) sits at the top 
of the Navigation pane, with a list of available calendars just below it. When you select one 
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or more adjacent dates in the Date Navigator, the contents pane shows you meetings and 
appointments for those dates only, as in Figure 21-13. 
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8:00 




Management breakfast 
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11:00 


■ Annual review; Ed's office; Katy Bout 




1 Dentist; Jefferso 


12 pm 








1:00 








2:00 








3:00 








4:00 








5:00 




6:00 












Tasks: 2 Active tasks, Completed tasks 



^Send/Receive error All folders are up to date. . Connected to Microsoft Exchange ifjnliiHD 90% 



Figure 21-13 Use a command to view your calendar by Day, Work Week, Week, or Month. For a 
custom view, select multiple days (in this example, three) from the Date Navigator on the left. 

The Arrange group on the Home tab contains single-click shortcuts. Day, Week, and Month 
are straightforward, but the other two selections deserve some extra discussion. 

Click Work Week to show a week's worth of events, with all working hours visible and your 
days off hidden. By default, this view is set for 8:00 AM to 5:00 PM, Monday through Friday. 
If your hours or workdays are different, you can adjust these settings on the Calendar tab of 
the Outlook Options dialog box, as shown next. 
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Outlook Options 



General 
Mail 



Calendar 



Contacts 

Tasks 

Notes and Journal 

Search 

Mobile 

Language 

Advanced 



Change the settings for calendars, meetings, and time zones. 



£J3 Work hours: 
B Starttime: 



E 



- 



Workweek: □ Sun |V| Mon |V| Tue |V| Wed |V| Thu |V| Fri O Sat 
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Calendar options 

!*1B2M LZl Default reminders: 15 minutes \j* | 



Schedule View (especially with the Work Week option selected), gives you a day-by-day 
view of your calendar that works by scrolling from left to right. It's most useful when you're 
comparing your calendar with someone else's in search of free time for a meeting or a 
lunch date. 
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For a closer look at how to coordinate schedules in Outlook, see "Sharing and Comparing 
Calendars" on page 777. 

In Day or Week views, where appointments and meetings are presented in columns, press- 
ing Home takes you to the beginning of the selected workday, and End jumps to the end of 
the workday (based on your Work Week settings). Press Ctrl + Home or Ctrl + End to jump to 
the beginning or end of the day — normally midnight. In any Calendar view, press Alt+Page 
Down or Alt+Page Up to move to the next or previous month, respectively. 



726 Chapter 21 Inside Outlook 2010 



Creating and Editing Appointments and Meetings 

To create a new item from scratch in Calendar view, click the New Appointment or New 
Meeting command on the Home tab. If the date you want to use is visible in Day or Week 
view, you can double-click a time to begin creating a new item with that date and start 
time filled in. Drag to select a time interval, and then right-click to open a form with a non- 
default end time. To begin creating an all-day event, double-click in the colored bar just 
between the date heading and the top of your hour-by-hour calendar 



INSIDE OUT 



n 

3" 

■a 
I-* 
n> 



Turn an e-mail message into an appointment 

If you receive an e-mail for which the follow-up action involves scheduling an appoint- 
ment on your calendar, you can skip the Clipboard and allow Outlook to fill in the 
Subject and add details. If you don't need to keep the original e-mail message, click 
Move (in the Move group on the Home tab if you're reading the message in the Read- 
ing pane, or on the Message tab if you've opened it in its own window). Click Calendar 
(if you don't see this option in the list, click Other Folder and select it from the folder 
list) to copy the subject to a new Appointment item, fill in the details pane with the 
body text from the message itself, and move the original message to the Deleted Items 
folder. If you want to keep the original message and create a new Appointment item 
using the subject and body text, drag the message from the message list and drop it 
on a date in the Date Navigator at the top of the To-Do Bar. You'll probably want to 
change the subject of the new appointment, and you might also want to adjust times 
and trim unwanted information from the details pane. When you're satisfied, click Save 
& Close. 






J 



The New Appointment and New Meeting forms are nearly identical. The difference is 
the To: box, where you choose attendees for your meeting, and the Send button, which 
replaces the Save & Close command used with appointments that go on your calendar 
alone. In fact, you can turn an appointment into a meeting by clicking the Invite Attendees 
button (in the Attendees group on the Appointment tab); to turn a meeting back into an 
appointment, click Cancel Invitation (in the Attendees group on the Meeting tab). 

For more details on how to send and respond to meeting invitations, see "Working with 
Meeting Invitations" on page 780. 
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Most of the fields in either form are self-explanatory, and making best use of them involves 
common sense. The Subject, for example, can be up to 255 characters long, but shorter is 
better, especially if you plan to synchronize meetings with your smartphone. The Location 
list accepts any typed input and allows you to choose from the last 10 locations by click- 
ing the arrow at the right of the list. The Show As settings in the Options group on the 
Appointment tab are worth noting. You can choose Busy, Free, Tentative, or Out Of Office 
to add a color-coded strip to the left of each item. If you share a limited view of your calen- 
dar with other people, they can check times when you're available without seeing details of 
your schedule. 

You can enter dates in any format that Outlook is able to recognize; in the date box along- 
side Start Time or End Time, for example, type aug 9 or 8/9 (U.S. style) to enter the date 
August 9, with the current year assumed. When you open a new item, Outlook fills in dates 
from the currently selected day, regardless of which view (Day, Week, Month) you're using. 
To add a couple of days, a week, or a few months to that date, click in either date box and 
type 2 days, 1 week, or 3 months. When you move to a new field, Outlook automatically 
adjusts the date by the amount you specified. 

You can also use abbreviations for days of the week {mon, thu, or thurs) and date-related 
words and phrases {today, tomorrow, two weeks from yesterday), with or without the names 
of holidays (Thanksgiving, three days after Christmas, Friday before New Year's Eve). 

A few shortcuts are also available for entering times. If you simply type a number without 
using a colon, Outlook converts it to a time. It usually guesses correctly at AM and PM des- 
ignations, defaulting to times in your workday if possible. You can override these settings 
by providing hints: 1015p becomes 10:15 PM, and 5a is 5:00 AM. 

To understand the intricacies (and possible pitfalls) posed by cross-country and interna- 
tional travel, see "Juggling Multiple Time Zones" on page 810. 

Setting Up Recurring Appointments and Events 

Any appointment, meeting, or event can be defined as a recurring event that repeats on a 
schedule you specify. From a new or existing item, click the Recurrence command (in the 
Options group on the Meeting or Appointment tab) and specify the details of the schedule 
using the dialog box shown next. 
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Appointment time 


Start: ||lO:15AM 
End: 1 11:15 AM 


H 
H 


Duration: 1 1 hour 


H 



Recurrence pattern 






O Daily 


Recur every ll weekj(s)on: 






<§> WeekJy 


B Sunday O Monday 


O Tuesday 


O Wednesday 


© Monthly 


O Thursday W\ Friday 


PI Saturday 




© Yearly 









Range of recurrence 






Start: | Fri 12/24/2010 


[7] ® No end date 




Q End after: 10 occurrences 






©Endby: | Fri 2/25/2011 


IS 



Remove Recurrence 



Enter a Start and End time and then select options from the Recurrence Pattern section to 
define the schedule. If you have a 10:00 AM meeting on the same days every week, select 
Weekly and click the scheduled days: Tuesday and Thursday, for example. The Range Of 
Recurrence section allows you to define a series that ends on a specified date or after a cer- 
tain number of occurrences. 



When you double-click an item on your calendar that is part of a recurring series, Outlook 
asks whether you want to edit the individual occurrence or the series. Choose the former 
option if you just want to cancel next Tuesday's meeting; use the latter option if the sched- 
ule changes to Wednesday and Friday. 

For more details about how to view someone else's calendar alongside yours, see "Sharing 
and Comparing Calendars" on page 777. 
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Creating, Sending, and Receiving Messages 



When you create a new e-mail message or reply to an existing one, Outlook opens a Mes- 
sage window like the one shown here. 



1^1 U ■*) O * * 1- Press release FINAL DRAFT - Message (HTML) □ S E3 
1 Message Insert Options FormatText Review c Q 






From T katyb ott@live.com 


Send 


To.., Samantha Smith; 


i - \r 








Bcc. | | Ed Bott 








Subject: Press release FINAL DRAFT 




Attached: l^lcNC Mill Press Release 2010-06-22. docx 


Please review the final draft press release, which 1 have attached in Word format. This is scheduled to go out 
tomorrow morning at 6:00 AM, so speak up now if youfind any mistakes! 


fl Katy Bott = 
/\\l / Media Director 
CW zSZj* Coho Winery Foundation 
*OjK^ 555.540.4321 

^* katy@cohowinery.com 
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We assume that you've sent and received enough e-mail messages that you can figure out 
the basics of composing, addressing, and sending a message or reply. In this section, we 
concentrate on some interesting and useful e-mail options that you're less likely to discover 
without a determined search. 

For starters, there's the BCC box, which is essential when you want to send a copy of a mes- 
sage to someone without alerting the other recipients. The BCC box is normally hidden; to 
make it available, click the Options tab and then click BCC (in the Show Fields group). 

A group of esoteric settings at the far right side of the Options tab (in the More Options 
group) allow for some interesting treatment of messages you send. 



very Receipt 
1 Receipt 



Save Sent Delay Direct 
Item To T Delivery Replies To 
More Options r^ 



Click Save Sent Item To, and then select an alternative folder from the default Sent Items or 
click Do Not Save. 
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The Delay Delivery and Direct Replies To options open the Properties dialog box shown in 
Figure 21-14, which is specific to the message you're in the process of composing. 
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■s&l 
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□ 



Categories ▼ 



Figure 21-14 The top two settings in the Delivery Options area allow you to specify an alterna- 
tive Reply To address and delay delivery until a specified date and time. 

To delay delivery of your message, select the Do Not Deliver Before check box and enter 
the date and time when you want the message delivered. Note that your computer must 
be on (not sleeping or hibernating), and Outlook must be running for the message to be 
sent. If your computer is off or you've closed Outlook, the message will be sent at the first 
available opportunity after the specified date and time. 

The Have Replies Sent To option allows you to specify an e-mail address that is used 
when recipients click the Reply button after reading your message. If you're sending out 
a new press release or sales promotion from your everyday e-mail account, you might 
want replies to be shunted to a special sales or press alias. That allows a team of people to 
receive those replies and respond to them promptly, without cluttering your Inbox. 

For more on how to avoid errors when addressing e-mail messages, see "Managing Auto- 
Complete Lists and Suggested Contacts" on page 812. 



Choosing the Right Message Format 

When you compose a new message, Outlook offers three format choices that dictate how 
the message appears to recipients. These options are available in the Format group on the 
Format Text tab. 
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By default, Outlook sends new messages in HTML format, which allows you to use fonts, 
text formatting, tables, rules, and graphics in much the way you would create a web page. 
If you're sending messages from an account on a Microsoft Exchange server to other recipi- 
ents with mailboxes on the same server, your message is sent in Rich Text format, which 
enables some advanced features that apply only to Exchange users. This format also allows 
a broad range of text and graphic formatting options. 

The Plain Text format strips away all formatting and leaves behind only text. If you've added 
bold or italic formatting for emphasis, it will be lost. Recipients will see your message using 
their default font. Any graphics embedded in the message body are stripped out as well 
(pictures and documents attached to a message as files are handled properly). 

When you reply to a message, Outlook tries to match the format of the message you 
received. So if a correspondent sends you a message in Plain Text format, your reply will be 
in Plain Text format as well. 

Adding and Editing E-Mail Signatures 

A signature can add crucial contact details, branding, or a whimsical touch to any mes- 
sage. Typing your name, title, and phone number at the end of every message is a tedious 
process, and you risk making an embarrassing error if you do this often enough. A much 
better option is to create and save one or more signatures, any of which can be associated 
with new messages or replies sent from a specific e-mail account. A signature can include 
formatted text, hyperlinks, graphics, and HTML markup. 

To create a new signature, click the New E-Mail command or open an existing message 
window. From the Include group on the Message tab, click Signature and then click Signa- 
tures. That opens the Signatures And Stationery dialog box. Click New, and give your sig- 
nature a name (you can change it later). Click in the Edit Signature box, and then enter the 
text you want to use for your signature, using the formatting tools to adjust fonts and font 
sizes, change alignment, and insert graphics and hyperlinks. (You can also paste formatted 
text and graphics into this box.) 

Although the built-in signature editor offers a reasonable set of tools, it lacks some capabil- 
ities, including the capability to insert tables, horizontal rules, and clip art. All of these capa- 
bilities are present in the Outlook e-mail message editor. If you want any of these items to 
be part of a signature — or if you've already created a signature manually and want to save 
it as a named signature — select the signature block from the message editor, copy it to the 
Clipboard, and then open the Signatures And Stationery dialog box and paste your work 
into the Edit Signature box. Figure 21-15 shows a signature we created using a horizontal 
rule to set it off from the message text. The clip art is in one cell of a table (with hidden 
borders), with contact information in a cell to its right. A signature this complex cannot be 
created directly in the Edit Signature box. 
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E-mail Signature | Personal Stationery 



Select signature to edit 



Choose default signature 



E-mail account: ||^t;ybott@live.com 
New messages: 



Coho Winery Foundation 



Replies/forwards: |( none ) 
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Katy Bott 

Media Director 

Coho Winery Foundation 

555.540.4321 

katy@cohowinery.com 



Figure 21-15 Use different signatures for different types of e-mail. This signature, composed in a 
message window, includes a rule, some clip art, and a hidden table. 

To insert a signature from your collection into a message you're composing, click Signature, 
and then choose the name of the saved signature. To switch to a different signature, right- 
click the signature block in the message body and choose an alternative from the list of 
saved signatures. 
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utlook can store an astonishing amount of data on your behalf. But all that 
information — e-mail messages, contact details, reminders of upcoming appoint- 
ments — is just wasted disk space if you can't reliably find it when you need it. 



In this chapter, we explore your strategies for filing and finding Outlook items. We start 
with the basics of items and folders, which superficially resemble their counterparts in the 
Windows file system but work in significantly different ways. We spend the greatest part 
of this chapter on Outlook's Instant Search feature; its seemingly simple interface hides a 
tremendous amount of power that helps you find what you're looking for, even when your 
filing system is the digital equivalent of a shoebox. We also explain the intricacies of views, 
which allow you to sort, filter, and arrange the contents of a folder so that you can scan its 
contents quickly and efficiently. 

Finally, we help you make the most of a pair of features that let you harness Outlook to 
manage incoming e-mail automatically. Rules have been part of Outlook for several ver- 
sions; Outlook 2010 adds Quick Steps, which allow you to save a sequence of actions and 
apply those saved actions in order to one or more items with a single click. 
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Every Outlook profile contains at least one Outlook data file. In some configurations, that 
one file might be enough to handle all your Outlook data; more complicated profiles with 
multiple e-mail accounts might have their data stored in several different files, some of 
which are local copies of your mailbox on a server. Each data file appears as a separate 
node in the Navigation pane, with a list of default folders beneath it, in a hierarchy that you 
can expand or collapse with a click of the plus/minus sign to the left of the file or folder 
icon. You can add folders and subfolders within any of those nodes. 
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Managing Data Files 

Outlook generally does a good job of insulating you from the need to manage how and 
where your data files are stored. But on those rare occasions when you need to trouble- 
shoot problems with a data file or export information, you need to know a few technical 
and logistic details. 

For starters, as we explained in Chapter 21, "Inside Outlook 2010," Outlook stores your data 
using two different file formats. When you use Windows Explorer, both formats are identi- 
fied in the Type column as Outlook Data File. The only way to tell which file is local (with a 
.pst file name extension) as opposed to offline (.ost) is to look at the file name extension or 
the file icon. An offline file has a double-headed blue arrow beneath it, as shown here, indi- 
cating that it's a synchronized or cached copy of content that is stored on a server. 
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Outlook creates a new, primary data file (what used to be called a Personal Folders file) 
when you set up a new profile using an Internet-standard e-mail account. It also creates 
a new data file when you add an account to your profile (although you can override this 
decision in some cases, as we explain shortly). Archiving a mailbox creates a .pst file that is 
not associated with an e-mail account, and you can manually create a .pst file at any time, 
an option that is most useful if you want to manually archive Outlook data or copy a subset 
of a data file for use on another PC. 



To see all data files in use in your current profile, click File, and on the Info tab in Backstage 
view click Account Settings (on the Account Settings menu). Click the Data Files tab to 
reveal a list like the one shown in Figure 22-1. 

Why would you want to work directly with an Outlook data file in Windows Explorer? That 
option comes in handy if you're copying a .pst file for use on another PC or backing up an 
important data file. Select an entry from the list on the Data Files tab, and then click Open 
File Location to display that file in Windows Explorer. An even faster route is to right-click 
the name of the data file in the Navigation pane (in Mail or Folder List view) and then click 
Open File Location. 
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Account Settings 

Data Files 

Outlook Data Files 



DID 



E-mail Data Files R55 Feeds SharePoint Lists Internet Calendars Published Calendars Address Books 
_^ Add... l^f Settings... © Set as Default X Pemove ^ Open File Location... 



Name 

Katy Eott (Hotmail) 
katy@example.com 

O Outlook Data File 



Location 



Not available 

C : \Users\Ed Bott\AppData\Local\Mi; pie . com . pst 

C:\Users\Ed Bott\Documents\Outlook Files\Outlook Data File - Katy Eott. pst 



Select a data file in the list, then click Settings for more del n to display 

the folder that contains the data file. To move or copy these files, you must first shut down 
Outlook. 



Figure 22-1 View details about all data files in your profile here. Your options vary depending 
on what type of e-mail account is associated with the data file. 



CAUTION 

Before you can copy, move, rename, or delete an Outlook data file that is part of the 
current profile, you must close Outlook completely. 
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What you can do with each data file depends on the type of e-mail account it's associated 
with, which also defines its format. The following list summarizes the rules: 

• POP/SMTP If this is the first account you create in an Outlook profile and you 
use the Auto Account Setup option, Outlook creates a .pst file with the same name 
as your e-mail account — katy@example.com. pst, for example — and delivers your 
incoming mail there. If you add a POP account to an existing Outlook profile, the 
default setting creates a new .pst file (also named after the e-mail account) to 
which all mail from that account is delivered. You can override this setting and have 
messages delivered to an existing .pst file by manually configuring the new e-mail 
account and then choosing Existing Outlook Data File in the Add New Account 
dialog box. 
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• IMAP When the first account you create in an Outlook profile is an IMAP account, 
you end up with two Outlook data files. One, called Outlook.pst and identified in the 
Navigation pane as Outlook Data File, is your primary Outlook data file and holds 
your contacts, calendar, and other items that aren't e-mail messages. The other is 
named after (and associated with) your e-mail account and contains local e-mail 
folders whose contents are synchronized with your mail server. When you synchro- 
nize e-mail with your IMAP server, all new mail is delivered to this second data file. 

• Microsoft Exchange An Exchange account running in cached mode has its own 
offline data file (.ost), which is synchronized with the Exchange server and normally 
contains a full set of folders for all item types. 

• Windows Live Hotmail Using the Outlook Hotmail Connector creates an offline 
data file (.ost) that is synchronized with the Windows Live Hotmail service so that 
local folders are available via the web and vice versa. 

For more details about getting started with each type of e-mail account, see "Setting Up Mail 
Accounts" on page 707. 

You can change the name that appears in the Navigation pane for a .pst file associated with 
a POP account — but not any other type of account — by right-clicking the file name in the 
Navigation pane and clicking Data File Properties. This displays the Outlook Today dialog 
box, which shows the display name for the account. 
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Outlook Today - [Sarnantha (Personal)] Properties 



General | Home Page | 



Sarnantha (Personal) 



Type: Folder containing Mail and Post Items 

Location: Microsoft Outlook 

Description: 



® Show number of unread items 
© Show total number of items 



When posting to this folder j use: IPM.Post 
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Upgrade t sgories... 



Apply 
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Although it looks like you can just click and type to change the name displayed at the top 
of the General tab, that doesn't work. Instead, click the Advanced button to open the Out- 
look Data File dialog box. The Name box here allows editing. 



Outlook Data File 






Samantha (Personal) 

Filename: C:\Users\Ed Bott\Documents\OutlookFiles\katy@botl 
Format: Outlook Data File 



Changes the password used to access 



.-I r-. 

| Change Password... | the 0ut | ook data fi | e 



Compact Now 



Reduces the size of your Outlook data 
file 



Apply 



-Edit this text to change the 
display name in the Navigation pane 



In previous Outlook versions, all Outlook data files were stored in a hidden subfolder of 
the logged-on user's profile. That occasionally led to data disasters when a Windows user 
backed up all the visible folders in their user profile and completely missed their irreplace- 
able Outlook data file. That possibility is less likely in Outlook 2010, which stores local .pst 
files in a new Outlook Files subfolder it creates in your Documents folder. If you back up the 
entire Documents folder, your Outlook data is backed up along with it. 

Offline copies of server-based accounts are still stored in the hidden recesses of your user 
profile. That's by design, because the preferred method of restoring a backup copy of your 
data from an Exchange, Windows Live Hotmail, or IMAP account is to download and sync a 
new copy from the server itself. 

If you've used Outlook long enough, you probably remember a time when 2 GB was a 
hard-and-fast limitation on file size for an Outlook data file. Thankfully, that has not been 
an issue for several versions now. It's still a good practice to keep Outlook files down to 
manageable sizes for the sake of performance and maintenance, but if you're willing to 
accept those potential risks, Outlook allows you to fill up a data file that's as large as your 
server administrator and your hard disk allow. 
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TROUBLESHOOTING 

Outlook says your Hotmail data file is unavailable 

In the list of data files for your Outlook profile, you can see the file name and location 
of each folder associated with a POR an IMAR or an Exchange account. But under the 
Location heading next to the entry for any Windows Live Hotmail account you see the 
words Not Available. That's a fib — or at least it's not the complete truth. Your Hotmail 
items are in an Outlook .ost file in a hidden subfolder within your user profile. If you've 
configured an Exchange account, you'll find the Hotmail files right alongside their 
Exchange cousins in that folder. Consider it a friendly message from Outlook that it 
really really doesn't want you messing with those files. If you absolutely must inspect 
that data file in its original location, just type %LocalAppData%\Microsoft\Outlook 
in the Address bar of Windows Explorer and look for a file name that includes your 
Hotmail or Windows Live user name followed by an underscore and the word hotmail 
or live. 



Using and Managing Folders 

As we noted in the previous section, Outlook creates a data file with a set of default fold- 
ers for every e-mail account you configure. If this is your default Outlook e-mail folder for 
an Internet-standard e-mail account, the local data file includes folders for all supported 
Outlook data types. If you add a second POP account, that account gets a separate data 
file with a set of folders limited to mail items. Figure 22-2 shows a profile with two POP 
accounts configured. 



"D 






Outlook 2010, in a change from previous editions, groups the most important e-mail fold- 
ers at the top of the folder list for each data file. Technically, the only mail folder you need 
for a POP account is Inbox, which is where Outlook delivers messages. The other mail- 
related folders — Sent Items and Deleted Items, for example — are created locally to handle 
your outgoing and deleted messages, junk mail, and so on. 
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Figure 22-2 This profile is configured for two Internet-standard POP accounts. Note that the 
second account has only mail -related folders. 

For a local Outlook data file (.pst) associated with an Internet-standard e-mail account, you 
can add new folders and subfolders to any location in the Navigation pane, with the excep- 
tion of the Calendar. To create a new folder in the Inbox, right-click the Inbox icon and click 
New Folder. To create a new top-level folder at the same level as the Inbox, right-click the 
icon for the data file itself. The Create New Folder dialog box shown next lets you add a 
descriptive name, specify the type of items the folder contains, and choose a location. 
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Create New Folder 
Name: 
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Folder contains: 



Mail and Post Items 



Select where to place the folder: 



a & Katy'sworkmail * 


© ^box £5] 


Eg Drafts [1] 


^ Sent Items 


> © Deleted Items 


HI Calendar 


fil Contacts 


JmI Journal 


lig Junk E-mail 


1 Mnhr 



The assortment of default folders for an Exchange Server or a Windows Live Hotmail 
account differs slightly. In addition, any third-party services you add to Outlook via the 
Outlook Social Connector might add their own folders for storing contacts and news feeds. 

You can copy, move, rename, or delete any folder you create; to do so, use the commands 
in the Actions group on the Folder tab. You cannot move or delete default folders (deleting 
the Inbox would make it impossible for new messages to be delivered), nor can you add 
subfolders in a Windows Live Hotmail account. In the latter case, you can create folders at 
the same level as the Inbox. 
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TROUBLESHOOTING 

Folders for an IMAP account aren't in the Navigation pane 

When you add an IMAP account to an Outlook profile, you might see only an Inbox 
folder under its heading in the Navigation pane, and trying to send or delete a mes- 
sage results in an error complaining that the Sent Items or Deleted Items folder doesn't 
exist. This can happen if the account is new and those folders have not been created on 
the server yet. The simplest workaround is to use a web-based interface to create and 
send a message and to delete at least one message. That creates the necessary fold- 
ers. Then return to Outlook, right-click the account icon in the Navigation pane, and 
choose IMAP Folders. Click Query to display a list of all available folders, which should 
now include the previously missing special folders, available for you to subscribe to. 
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Outlook's Instant Search lives up to its name. On modern hardware (not expensive, just 
reasonably up to date), Outlook should be able to locate a message, a contact name, or an 
appointment instantly, or very nearly so, even with large Outlook data files. 

The secret of this search engine's success is that it works with Windows Search, which is 
included with Windows 7 and Windows Vista Service Pack 2. (For earlier versions of Win- 
dows Vista or Windows XP Service Pack 3, you must manually install Windows Search 4.0. 
Outlook includes a shortcut to help automate this process; click File, click Options, and look 
for a Search Engine Upgrade button on the Search tab of the Options dialog box.) 

You'll find a search box above the contents pane in all Outlook views — above the mes- 
sage list in Mail view. Click in the search box (or press Ctrl + E) and begin typing to kick off 
a search. Figure 22-3 shows results from a simple keyword search, where we typed the let- 
ters fun. 
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Figure 22-3 The search box is available in all Outlook views — it's just above the message list 
here. And the custom Search Tools tab appears as soon as you click in that box. 
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Because this is a word-wheel (or "search as you type") search, the results of your search 
appear instantly (there's that word again), and any matches are highlighted in yellow. In this 
example, typing the letters fun filters the list to show messages that contain the words fun, 
fundraising, and fundamentals. Continue typing to filter the list even further. 

To clear a search and restore the full view of all items in the current folder, click the X to the 
right of the search box, or just press Esc. 

As soon as you click in the search box, Outlook displays the Search tab (under the orange 
Search Tools heading). Use its commands and options to change the scope of the search — 
so that it looks in subfolders of the current folder or in other folders that contain items of 
the same type, for example — or to refine a search with additional filters so that it returns a 
reasonable number of results. 

The exact options available on the Search tab vary depending on the item type for the cur- 
rent folder. Figure 22-4, for example, shows what you see when you click in the search box 
in Calendar view. 
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Search 
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: 

Search 
Close 



Figure 22-4 You can refine any search by using options on the Search tab. Choose an option in 
the Scope group to expand or narrow which folders and items are searched. 
(S 

Changing the Scope of a Search 

When you type in the search box, Outlook compares your search string against the con- 
tents of the current folder. Thus, if you're viewing the contents of your Inbox, anything you 
type in the search box returns results that match messages in the Inbox, but not in other 
folders or subfolders. 

If your search results are in list form, you'll find an inviting link at the bottom of the list that 
reads Try Searching Again In All Mail Items. (If you're searching for a different item type, 
this link might be different — All Calendar Items, for example.) That link has the same effect 
as the first command in the Scope group on the Search tab, which includes three additional 
options for changing where Outlook searches: 

• Current Folder This option is normally selected when you click in the search box — 
unless you change the default using the steps we describe in this section. 
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• All Subfolders If you've created subfolders within your Inbox, their contents 
are not normally searched. Click this option to change the current scope so that it 
includes all subfolders of the current folder. 

• All Outlook Items Use this option when you want to find every Outlook item that 
contains your search term in any of its main fields (names, addresses, subject, and 
message body, for example). 

If your e-mail is organized into many folders (or if you use multiple mailboxes), you might 
prefer to set the default search scope to include all folders. You'll find this setting on the 
Search tab in the Outlook Options dialog box (click File and then click Options). Change 
the first setting under the Results heading to All Folders to always start with an expanded 
search. 
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Note that when you choose this option the light gray text in the empty search box changes 
to read Search All Mail Items (Ctrl + E). 



For more on how to create and configure rules that move incoming messages into folders 
automatically based on their contents or the sender's name, see "Using Rules to Manage Mes- 
sages Automatically" on page 762. 
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Adding Criteria to a Search 

If you simply begin typing in the search box, Outlook returns an item in the results list if 
your search text matches any of the main fields in that item: sender or recipient name, 
subject, body, and so on. Partial matches succeed if the search text appears at the begin- 
ning of a word in an item, but not if it's in the middle of a word. So, searching for ed turns 
up e-mail messages sent or received by Ed Bott but not those from Ted Bremer, as well as 
those containing the word editor in the message body but not those containing shipped. 
If your search term contains two or more words separated by spaces, Outlook treats each 
word as a separate search term and returns only results that contain all of the terms in your 
list. To find a phrase, enclose it in quotation marks. 

If you want to search only within a specific field, use the options in the Refine group on the 
Search tab. As we noted earlier, the available options are different depending on the item 
type you're currently viewing, and they represent a subset of all the properties available for 
that item type. In some cases you can choose from a drop-down list, such as the Search For 
Mail By Received Date list, as shown here. 
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If the exact field you're looking for isn't in the Refine group, click More to see a list of all 
available search properties. This list also includes the top options that are highlighted in 
the Refine group. This is not just a duplication of what you can do with the main options 
on the Refine tab — instead, selecting one of these options adds it as a fill-in-the-blanks 
field or list just below the search box. This creates a custom search form like the one shown 
in Figure 22-5, which is ideal for filtering a Contacts folder filled with many items. In this 
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example, we filtered the list to include only contacts whose names start with A and whose 
company name includes the word fine. 
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Kim Abercrombie 

School of Fine Art 
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«.(!] 555-6173 Home 
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Cigdem Akin 

School of Fine Art 

(318] 555-3761Home 
cigdem@fineartschool.net 



Alexander, Michelle 



Michelle Alexander 

School of Fine Art 



(292) 555-8382 
michelle@fineartschool.net 



Andersen, Mary Kay 



Mary Kay Andersen 

School of Fine Art 

(445) 555-1345 Home 

m a ry @f i n e a rts ch o o I . n et 



FJ» 



/h, Send/Receive error All folders are up to date. Connected to Microsoft Exchange | O aa D 100% @— 



q 



-®, 



Figure 22-5 Adding search fields to an Outlook view creates the equivalent of a custom search 
form. This arrangement of fields is still there when you return to this view, even if you restart 
Outlook. 

Search fields you add this way remain in place and are available the next time you search 
for that item type. You can have separate arrangements of search fields — essentially custom 
search forms — for each item type. 

The techniques we've described so far represent ways to automatically build a search query 
in the search box by using keywords and criteria that can be combined for extremely fine- 
grained results. In the next section, we look more closely at the syntax for this powerful 
feature. 
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Building Search Queries with Keywords 

The Instant Search query syntax isn't particularly difficult to master. Each individual element 
in a query consists of a keyword that defines which field to search, followed by a colon and 
(optionally) an operator (an equal sign or greater than/less than sign), followed by criteria 
that define what to search for. Some keywords use text strings as criteria, others accept 
dates (or text that represents specific date ranges, such as next week), and still others use 
a simple yes/no syntax. You can combine multiple keyword/criteria pairs to build refined 
searches that zero in on exactly what you're looking for. This, for example, is a search query 
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that finds all messages in the currently defined search scope that were received in the cur- 
rent month, have one or more file attachments, and contain the word confirmation in the 
message body: 

hasattachment:yes received: this month contents :=confi rmation 

Note the use of the equal sign, which specifies that the exact text must be used for the 
comparison; without that equal sign, the result would return any word that begins with that 
text (both confirmation and confirmations). In this example, each keyword/criteria combina- 
tion is separated from its neighbors by a space, which functions the same as the Boolean 
operator AND. (Outlook is smart enough to ignore the space in this month and treat it as 
the criteria for the received keyword.) You can also use OR and NOT as operators, with or 
without parentheses. The following example returns messages sent in March or April of the 
current year, from any sender whose name or e-mail address includes a word that starts 
with Carl or Ed, unless the subject contains the word confirmation or confirmations. 

from: (Carl OR Ed) sent:March OR April NOT subject:confi rmation 

For all these Boolean operators, you must use capital letters. If you enter and, or, or not in 
lowercase letters, the search engine treats them as normal text. 

For date ranges, numbers, or text, you can use the equal sign (=), greater than sign (>), or 
less than sign (<). Use these operators in combination to specify a range of dates: 

sent :>= 1/1/2011 <3/15/2011 

In the case of text, a minus sign has the same effect as the NOT operator. So, -confirmation 
returns a match for anything in the current view that doesn't contain confirmation in the 
subject, body, or message header. 



NJ 



You have a surprising amount of flexibility when entering dates as criteria. You can enter 
a specific date in any format that Outlook recognizes (based on the Windows regional 
settings). So, in the United States, you can type 29-Sep, 9/29, or Sep 29, and Outlook will 
recognize that specific date. You can type a day of the week, fully spelled out or abbrevi- 
ated (th ursday works, as does thu or thur); a month, with or without a year, abbreviated or 
spelled out {feb or February); or a year (sent:2010). 

The following date-related words and phrases also work with any keyword that uses dates 
for its criteria: 

• yesterday 

• today 

• tomorrow 



Mastering Outlook Search 747 



• last week, last month, or last year 

• this week, this month, or this year 

• next week, next month, or next year 



INSIDE OUT 



Outlook's search syntax works in Windows, too 

One very good reason to learn the fundamentals of how to build an Instant Search 
advanced query is that much of the syntax can be used in the Windows search box as 
well, to return results even if Outlook isn't running. You can enter an Outlook search 
query directly into the Start menu's search box, and your results will appear in the Start 
menu, or you can type the query in the search box in the top right corner of Windows 
Explorer to return the results in that window. For example, on a Friday afternoon you 
might use this query to show you a list of all Outlook items that you've flagged for 
follow-up next week: 

foil owupflag: foil owup flag due: next week 

Now, remembering that exact syntax is a challenge, and manually typing it into the 
Start menu's search box without errors is hardly a time-saver. Instead, build the search 
in Outlook, and then copy the syntax from Outlook's search box and paste it into the 
search box in Windows Explorer. After verifying that the results are what you expect, 
click Save Search on the Windows Explorer toolbar. Give the search a descriptive name 
(Items Due For Follow-up Next Week), and click OK. You can now rerun that search any 
time by going to the Searches folder in your user profile. For even faster access, drag 
the shortcut for a saved search into the Favorites list at the top of the Navigation pane 
in Windows Explorer. 
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In all, Outlook supports well over 100 search keywords, most of them specific to one or two 
item types. We cover most of these keywords in the series of tables that begins on the next 
page. In each table, the Property column describes what you see when you choose from 
the More menu in the Refine group on the Search tab. The Keyword Syntax column lists the 
actual keyword and the criteria it accepts. 

We start with five universal keywords, which are available for any type of item in any view. 
Table 22-1 lists these all-purpose keywords and the type of criteria they accept (italics mean 
you can enter your own criteria as long as your input matches the specified data type). 
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Table 22-1 Search Keywords That Can Be Used with All Outlook Item Types 



Property 


Keyword Syntax 


Body 


contents:fexf 


Categories 


category:fexf 


In Folder 


foldenfexf 


Modified 


datemodified:dafe 


Subject 


subjectfexf 



■a 






In the case of the category keyword, it's usually easier to use the Categorized menu in the 
Refine group on the Search tab, which contains a dynamic list of all categories in use. The 
most common use for the folder keyword is to restrict a search to a specific location; for 
best results, use an equal sign: folder:="lnbox". 

Table 22-2 lists search keywords that are designed primarily for use with e-mail items (and, 
in Calendar view, with meeting requests.) 

Table 22-2 Search Keywords for Use with E-Mail and Attachments 



Property 


Keyword Syntax 


From, To 


from:texf, to:fexf 


Received, Sent 


received :date, sentdate 


Bcc, Cc 


bcctext, cctext 


Message Size 


messagesize:n umber 


Flag Status 


followupflag:Unflagged/Completed/Followup flag 


Attachments 


hasattachments:Yes/No 


Attachment Contains 


attach me ntfexf 


Read 


read:Yes/No 


Expiration Date 


expires:dafe 


Importance 


importance:Low/Normal/High 


Sensitivity 


sensitivity:Normal/Personal/Private/Confidential 



Most of the keywords and criteria in Table 22-2 are fairly self-explanatory. The messagesize 
keyword is useful if you're interested in quickly whittling down the size of your Inbox by 
moving or deleting messages with large attachments. For the criteria, you can use K or KB 
and M or MB to specify kilobytes and megabytes, respectively. For keywords that recognize 
a finite set of values as criteria, you must enter the full text: importance:high. Upper/lower- 
case is ignored. 
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Keep the message, ditch the attachment 

In some cases, you might want to keep an e-mail message that contains important 
information, but do you really need its big, bulky file attachment in your Outlook data 
file? If you no longer need the attachment, or if you've saved it to a local drive or a 
shared network folder, you can remove it without disturbing the message. In the Read- 
ing pane or the message window, click the attachment to display it in the preview pane, 
and then use the Remove Attachment command on the Attachment tab; if you want to 
save a single file or all attachments before removing them, use the Save As or Save All 
Attachments command. 



If you're looking for personal details about one or more people, use any of the keywords in 
Table 22-3. 

Table 22-3 Search Keywords for Locating Personal Information About Contacts 



Property 


Keyword Syntax 


First Name 


contactfirstname:texf 


Last Name 


contactlastname:fexf 


Full Name 


fullname:fexf 


Title 


personaltitle:fexf 


Job Title 


jobtitle:fexf 


Company, Department 


company:fexf, departmentfexf 


E-Mail 


emailaddresses:fexf 


IM Address 


imaddress:fexf 


Web Page 


webpage:fexf 



rvi 
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The distinction between Title and Job Title is worth noting, and easier to understand if you 
look at the keyword and not just its name on the Search menu. Title (which uses the per- 
sonaltitle keyword) refers to Mr., Mrs. Dr., and other honorifics, while Job Title (which uses 
the jobtitle keyword) is associated with the Job Title field just below Company on the main 
contact form. 



To search for details about an address or phone number of a contact or group of contacts, 
use any of the keywords in Table 22-4. 
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Table 22-4 Search Keywords for Locating Address Information from Contact Items 



Property 


Keyword Syntax 


Home Address 


homeaddress:fexf 


Business Address 


businessaddress:fexf 


Other Address 


otheraddress:fexf 


Mailing Address 


mailingaddress:fexf 


Street Address 


streettexf 


PO Box 


pobox:fexf 


City 


city:fexf 


State 


stateorprovince:fexf 


ZIP/Postal Code 


postalcode:texf 


Primary Phone 


primaryphone:nty mber 


Business Phone 


businessphone:n umber 


Home Phone 


homephone:n umber 


Mobile Phone 


mob\\ephone:n umber 









For address-related searches, one small keyword oddity is worth noting. In an Outlook 
Contact item, you can enter up to three separate addresses per contact: Home, Business, 
and Other. Pick one of these three addresses, and then click the This Is The Mailing Address 
check box to set that entry as the contact's mailing address. For search purposes, Outlook 
uses only the address designated as the mailing address with the Street Address, City, State, 
PO Box, and ZIP/Postal Code fields. The Primary Phone field is normally blank. To specify a 
number here, you must click the arrow to the left of a phone number in a Contact item and 
choose Primary from the drop-down list. 



Table 22-5 lists search keywords for use with meetings and appointments, and Table 22-6 
contains keywords associated with tasks. 

Table 22-5 Search Keywords for Use with Calendar Items 



Property 


Keyword Syntax 


Start, End 


startdate, en&.date 


Show Time As 


showtimeas:Free/Tentative/Busy/Out of Office 


Location 


meetinglocation:fexf 


Meeting Status 


meetingstatus:Meeting organizer/Tentatively accepted/ 
Accepted/Declined/Not yet responded 


Organizer 


organizenfexf 


Recurring 


isrecurring:Yes/No 


Required Attendees, 
Optional Attendees 


requiredattendees:fexf, optionalattendees:fexf 


Resources 


resources:fexf 
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Table 22-6 Search Keywords for Use with Tasks 



Property 


Keyword Syntax 


Complete 


iscompleted:Yes/No 


Date Completed 


completed:c/afe 


Due Date 


du e:date 


Owner 


taskownenfexf 


Priority 


priority:Low/Normal/High 


Reminder Time 


remindertime:c/afe 


Start Date 


startc/afe 


Status 


status:Not Started/In Progress/Completed/Waiting On 
Someone Else/Deferred 



Because you can create a task from an e-mail message, several of the keywords primarily 
associated with task properties (Due Date and Start Date) are also available with searches in 
e-mail. 



Creating and Using Search Folders 

Search folders resemble subfolders but are actually virtual folders. Their contents are 
assembled dynamically from messages in one or more folders that match conditions you 
specify. Search folders work on the contents of a single data file only and are saved with 
that data file. 

The Search Folders link for an Outlook data file appears in the Navigation pane at the bot- 
tom of the folder hierarchy for that file. Initially the Search Folders node is empty. On the 
Folder tab, click New Search Folder to display the dialog box shown here. 
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New Search Folder 
Select a Search Folder: 



Reading Mail 

Unread mail 

Mail flagged for follow up 
Mail either unread or flagged for follow up 
Important mail 
Mail from People and Lists 



Mail from and to specific people 
Mail from specific people 
Mail sent directly to me 
Mail sent to public groups 
Organizing Mail 






Customize Search Folder: 

Show mail sent to and received from: 



Search mail in: katybott@live.com 



~B 
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The New Search Folder dialog box contains 13 default options that you can use to create 
useful search folders. If you use rules to automatically sort incoming messages into folders 
according to their sender or their content, for example, you can and should use the Unread 
Mail search folder to see all unread messages in a single view, grouped by folder. 



INSIDE OUT 



Make a search folder a favorite 




You can add search folders to the Favorites list at the top of the Navigation pane in 
Mail view. That's an excellent spot for the Unread Mail search folder. It's also a good 
location for custom search folders, such as those that show you all mail you received 
today or this week, or all messages that are flagged for follow-up and are due (or over- 
due) today. 



These ready-made search folders offer limited customization options. If you click Mail From 
Specific People, for example, you're prompted to choose one or more names from your 
Address Book (you can also enter a domain name or an e-mail address manually in the 
From box). For a more comprehensive set of tools for creating a finely tuned search folder, 
click Create A Custom Search Folder at the bottom of the list in the New Search Folder 
dialog box, and then click Choose. That opens the Custom Search Folder dialog box shown 
here. 



a) 
■a 






Custom Search Folder 



Name: Today's Mail 



Select "Criteria" to change what items this Search 
Folder contains. 



Mail from the ill be included in this Search Folder: 



Give the search folder a short, descriptive name, click Browse to select which folders to 
search, and then click Criteria to open the Search Folder Criteria dialog box, where you can 
select criteria using form fields. On the Messages tab, for example, the Time box allows you 
to choose Sent or Received and then choose from a list that includes Yesterday, Today, In 
The Last 7 Days, Last Week, This Week, Last Month, and This Month. These dates are always 
relative to the current date, so a search folder that uses Sent In The Last 7 Days as one of 
its search criteria always shows exactly one week's worth of e-mail, up to and including 
the current day. Use this search folder in combination with the search box to quickly find a 
recent message that contains a particular word or phrase. 
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Don't overlook simple Find and Filter options for e-mail 

You don't need to dive into search tools to perform some simple search tasks. In the 
message list, you can right-click any item and choose Find Related, which displays a 
menu of two choices: Messages In This Conversation and Messages From Sender. (The 
same options are also available if you open a message in its own window; use the 
Related menu in the Editing group on the Home tab.) You can also refine which items 
are shown in the current e-mail folder by using the Filter E-Mail menu, in the Find 
group on the Home tab. Choices here allow you to show messages that meet a certain 
condition and hide all others. For example, you can choose Unread to filter out mes- 
sages you've already opened or previewed, or refine the list by date — Today, Yesterday, 
This Week, and so on. 



Selecting and Customizing Views in Outlook 



Each folder in Outlook has a standard view that defines the arrangement and format of 
items and the layout of navigation elements. From any folder, you can click the View tab to 
choose a different predefined view, tweak the currently applied view, or create and save a 
custom view. 

In previous editions of Outlook, custom views represented an essential way to organize 
your data — in fact, many of the options we talk about here were on the Organize menu in 
previous editions. In Outlook 2010, you can accomplish most of those same organizational 
goals much more directly by using Instant Search tools and filters. 
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Creating and Saving Custom Views 



We think that most Outlook users will choose a standard view for each folder and then stick 
with it rather than invest a great deal of time creating and managing custom views. If you 
need a fresh view of your Contacts folder, you can change the sorting and grouping of data 
temporarily — to group your Contacts folder by company, for example, so you can see how 
many of your contacts work at each one. If you find yourself using that view regularly, you 
can save it as a custom view. 



The view options we discuss in this section work with all Outlook item types. In most cases, 
you'll find the options on the View tab, where the exact choices vary by folder. If you click 
Change View, you see a list of all the predefined views for folders of the current item type. 
Figure 22-6 shows this menu for the Contacts folder, where you can choose one of four 
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predefined views (including the default Business Card view) or a saved custom view, as 
we've done here. 
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Figure 22-6 This custom view of the Contacts folder starts with Outlook's List view, but it groups 
items by Company so we can see colleagues and coworkers together in this list. 

In this example, we created a new view called Company List. We started by clicking Change 
View and then clicking List, which displays all contacts in a single table with column head- 
ings — choosing a Table view for any item type makes grouping possible. Next, we right- 
clicked the Company heading and clicked Group By This Field, as shown here. 



I Company 



_± I r n 1 1 nf hWP e flTw n 



y£) Arrange By 

f| Reverse Sort 

^ Field Chooser 

Remove This Column 

"^a Group By This Field 

I Group by Box 

Q^ View Settings... 



Department 



k 



Selecting and Customizing Views in Outlook 755 



Finally, we clicked Change View again and clicked Save Current View As A New View, which 
adds it to the menu of defined views. 

For views of Mail folders, the predefined views are Compact, Single, and Preview, which 
define how many lines are used in the message list. Use the options in the Arrangement 
group on the View tab to change the sort order. The Show In Groups option (selected here) 
is available for all item types, but only in Table views such as the three message views used 
to display e-mail. 



|| Reverse Sort 
Add Columns 
+■ Expand/Collapsr 




Save time, reduce costs. 

Microsoft Online Services 

1 inkedln Network Updates, 6/08/, 



To restore the default sort/group orders, click Reset View (in the Current View group on the 
View tab). 

Viewing E-Mail Conversations 

One setting on the View tab in Mail folders deserves some special discussion. If the Show 
As Conversations check box (in the Conversations group) is selected, Outlook automatically 
pulls together messages and replies (even, in some cases, when those messages are in other 
folders) and displays them in a threaded view, with the most recent message at the top. 
Any conversation that includes even a single unread message has a bold heading in the 
message list, as shown next. 
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In our experience, most people learn to love conversations — eventually. But the initial view 
can be confusing if you're used to a purely chronological order for your Inbox. If you don't 
like Conversation view, you can turn it off by clearing the Show As Conversations check box. 

If you occasionally feel overwhelmed by work-related e-mail, we can suggest two good 
reasons to persevere through the Conversation view learning curve. Both of them are in the 
Delete group on the Home tab. 

Click Clean Up, and then click Clean Up Conversation to remove what Outlook identifies 
as redundant messages in a conversation. That minimizes clutter in your Inbox, but it also 
runs the risk of deleting an important message that was mistakenly tagged as redundant. 
To lessen that risk, you can adjust the Conversation Clean Up options (click File, then click 
Options, and look about halfway down the Mail tab). 



Conversation Clean Up 



Cleaned-up items will go to this folder: Browse... 

Messages moved by Clean Up will go to their account's Deleted Items. 

P] When cleaning sub-folders, recreate the folder hierarchy in the destination folder 

3 Don't move unread messages 

W\ Don't move categorized messages 

[y] Don't move flagged messages 

W\ Don't move digitally-signed messages 

[71 When a reply modifies a message, don't move the original 
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If you prefer to be able to recover cleaned-up messages, click the Browse button and select 
a backup folder where you want the cleaned-up messages to be preserved. 



TROUBLESHOOTING 

Some of your conversations are broken 

Conversation view in Outlook 2010 is based on properties that are defined as part of an 
Internet standard. The behavior differs in Outlook depending on what e-mail server (or 
service) delivered a particular message to your Inbox. Here's a quick summary: 

For Internet Mail (POP and IMAP), Outlook 2010 attempts to build a Conversation-ID 
property based on the SMTP Message-ID property. If the References field contains a 
message ID (indicating that the message is a reply in a thread), this property is based 
on the first message ID in the References field. Most PC-based mail clients support this 
behavior; however, some webmail clients mangle the References field and thus cause 
Outlook to treat replies as new threads. 

With Exchange Server 2007 and earlier, Outlook 2010 behaves as prior versions of 
Outlook would have, using the PR-Conversation-Topic property to group the mail (this 
property is most often equivalent to the subject). In this configuration, you will likely 
see conversations grouped by subject only. 

An Exchange Server 2010 server looks at the Message-ID, References, and In-Reply-To 
properties to set or fix an appropriate Conversation-ID on incoming messages. If Out- 
look 2010 sees that a conversation is being tracked and tagged by an Exchange Server 
2010 server, it uses that information. 



If you see unusual or apparently broken strings of conversations in your Inbox, the 
most likely cause is a quirky e-mail server somewhere in the chain of messages. It 
might take some advanced testing and troubleshooting to figure out which sender is to 
blame, and fixing the problem might not be possible, especially if you don't have direct 
control over that server's configuration. In that case, your best option is to turn off 
conversation tracking for that view. 



Organizing E-Mail Messages 



Left to its own devices, e-mail has a way of taking over your Inbox and then taking over 
your life. If you receive 200 e-mails a day and you spend 10 seconds just scanning each 
one (forget about thoughtfully reading them), you've lost a half-hour each day. Gaining 
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back control requires that you develop a system for processing your e-mail, and your secret 
weapons are a pair of Outlook features that we explain in detail in this section. 

• Quick Steps are customizable shortcuts that enable you to perform a series of actions 
with one click, such as moving an incoming message to a folder or replying to a mes- 
sage with boilerplate text and then archiving the message immediately. 

• Rules let you define actions that happen automatically when you receive or send 

a message, based on conditions you specify. You can use rules to automatically file 
incoming messages from mailing lists into folders or forward messages to a coworker 
based on their subject or body. 

In both cases, a small investment of up-front effort provides a large payoff later, allowing 
you to sweep away clutter quickly so you can spend your time dealing with the messages 
that really matter. 
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Configuring Quick Steps 

Quick Steps are new in Outlook 2010. You can think of each Quick Step as a shortcut that 
allows you to perform multiple actions by clicking a button. With the help of a Quick Step, 
for example, you can reply to an incoming message, flag the message for follow-up in a 
week, and then move it to a folder, all with one click. Creating a Quick Step requires no 
programming skill. Quick Steps work with e-mail messages only, in any folder. 

A default installation of Outlook includes an assortment of Quick Step shortcuts (in the 
Quick Steps group on the Home tab) to get you started. In addition, you'll find a half-dozen 
ready-made options (and one Custom choice) on the New Quick Step shortcut menu 
shown here. 
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Most of these default Quick Steps are only partially constructed and require some addi- 
tional setup on your part. If you click Flag & Move, for example, you see a First Time Setup 
dialog box like the one shown in Figure 22-7. Replace the generic text in the Name box 
with a more descriptive label and choose options for each of the items in the Actions list, as 
we've done here, to customize it for your use. 
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First Time Setup 

After this is created, you do not have to enter this information again. 
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Name: Defer till nt 



US Flag Message |V 7 Next Week 

W\ Move to folder Always ask for folder 

Mark 



Options 



- 



- 



Figure 22-7 This simple Quick Step shortcut flags the currently selected item (or items) for 
follow-up next week and then allows you to move it to a folder of your choosing. 



TROUBLESHOOTING 

Quick Steps you created don't appear on the Home tab 

Each Outlook data file has its own collection of Quick Steps. If your profile contains 
multiple e-mail accounts, the choices available in the Quick Steps group on the Home 
tab change depending on the account you're working with. If you created a Quick Step 
for your primary POP account and you want to use the same actions with your Win- 
dows Live Hotmail account, you need to create a duplicate Quick Step. 



Most of the default Quick Step options are easy to figure out from the name. The To 
Manager and Team E-Mail Quick Steps are most useful if you're connected to a Microsoft 
Exchange server, in which case Outlook is able to retrieve the necessary information auto- 
matically from the global address list; if you use another type of mail server, you can delete 
these shortcuts or configure them manually. 

The most interesting Quick Steps are the ones you build from scratch. You can start with 
the Create New button in the Quick Steps gallery, or click the Custom option at the bot- 
tom of the New Quick Step menu. That brings up the Edit Quick Step dialog box, which is 
divided into three parts: 

• Name This box contains a generic description (My Quick Step initially). Change this 
to a short, descriptive name. Remember that only the first 15 characters are visible in 
the Quick Steps gallery on the Home tab, so choose a name accordingly. 



rvi 
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• Actions You create the first action by choosing from a drop-down list that contains 
25 choices in six categories. Some actions are straightforward: Mark As Read and Cre- 
ate A Task With Text Of Message, for example, do exactly what their names say. Other 
actions, such as Categorize Message, include additional options. Click Add Action 
and repeat the previous process for the second action, and so on, until you've built 
the entire sequence of actions for the Quick Step. (You can include up to 12 actions 
in a single Quick Step, although we find it difficult to imagine any plausible scenario 
where you would need that many actions.) 

• Optional You can assign numeric shortcuts to up to nine Quick Steps, using 
Ctrl+Shift in combination with the numbers 1 through 9. You can also add descriptive 
text that appears in a ScreenTip when you hover the mouse pointer over the Quick 
Step button. 

Figure 22-8 shows a simple Quick Step under construction. Its list of actions starts by creat- 
ing an appointment from the message text, then marking it read, and finally deleting the 
message. 






to 
to 




Add actions below that will be performed when this quick step is clicked 01 

Actions 

M Create an appointment with text of message 



_JM 



X Delete message 



Filing 

[f^ Move to folder 
1^ Copy to folder 

Permanently delete message 
Change Status 
I Set importance 
Categories, Tasks and Flags 

32 Categorize message 

Clear Categories 
^f Flag Message 
^f Clear flags on message 
^ Mark complete 
^/j Create a task with attachment 
1^1 Create a task with text of message 
Respond 
[^1 New Message 
^ Forward 
^ Reply 
| Reply All 



IE* 



JE}X 



31 



Figure 22-8 Starting from a blank Quick Step, build a sequence of actions by choosing from the 
categorized list shown here. 
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Quick Steps can be an incredible time-saver if you have a sales or support job that involves 
"canned" responses to e-mail requests. Choose the Reply action and click Show Options 
to see the full dialog box shown in Figure 22-9. We've filled in the body of the message in 
the Text box and also set a follow-up flag for Next Week. In this case, we haven't selected 
the Automatically Send After 1 Minute Delay option; leaving this check box clear allows 
us to personalize the message or tweak the boilerplate text to make the reply seem more 
personal. 



Edit Quick Step 



QL 



Edit the actions the quick step performs. 
Actions 



|^ Reply 



B* 



:r 



E 



Hide Options 



Cc. 



subject: 

Flag: 

Importance: 



:r 



B 



Text: 



RE: <subject> 


V Next Week 




1 1 


No Change 







Thank you for your inquiry about B&B accommodations at a 
Coho Winery. i — i 

I've sent a copy of our most recent price sheet to you at the T 



P] Automatically send after 1 minute delay. 



' 



Optional 

Shortcut key: I CTRL+SHIFT+8 



Tooltip text: Sends a copy of B&B price list and flags message for follow-up next week.| 
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Figure 22-9 Use the Reply action to create one-click responses to routine e-mail requests. 

Outlook Quick Steps don't allow you to connect to other Office programs, so you can't 
send an e-mail message to OneNote or Word as part of the sequence of actions in a 
Quick Step. 



To edit an existing Quick Step, right-click its button on the Home tab, and then click the 
Edit command at the top of the shortcut menu. From this same menu, you can also dupli- 
cate or delete the Quick Step you're pointing to or open the Manage Quick Steps dialog 
box shown next. 



762 Chapter 22 Organizing Outlook Information 




^ Price list 



l£J Move to: ? 

^ To Manager 

l^ Team E-mail 

^ Done 

^ Reply & Delete 



3ES 



/~ \ Price list 




Actions: 


fE± Reply 




Shortcut key: 


CTRL+SHIFT+8 




Tooltip: 


Sends a copy of B&E 


price list and flags 




message for follow-up next week. 


Edit 


[ Duplicate ] 


Delete 



Reset to Defaults 



INSIDE OUT 



n 



a) 






Organize Quick Steps for easy access 

If you use Quick Steps extensively, you'll want to think carefully about how you orga- 
nize your collection. Each new Quick Step moves to the top position in the Quick Steps 
group on the Home tab, where buttons appear in columns of three. Depending on the 
width of the Outlook window, you might see as few as three or as many as a dozen 
individual Quick Steps on the Home tab itself. The others are in the gallery, available 
with a click of the More arrow in the lower right corner of the Quick Steps list. Use 
the Manage Quick Steps dialog box to change the order of items in the list so that the 
ones always visible on the Home tab — and thus truly a single click away — are at the 
top of the list, with names that make it easy to see exactly what each one does. And 
if you bristle at the thought of having to switch back to the Home tab to get to your 
Quick Steps gallery, right-click the Quick Steps group label, and then click Add To Quick 
Access Toolbar. Click the lightning-bolt button to choose a Quick Step without having 
to use the ribbon. 



Using Rules to Manage Messages Automatically 

Where Quick Steps are manual, rules are fully automatic. Most rules are designed to check 
incoming messages to see whether they meet specific conditions and, if they do, automati- 
cally take a defined action, such as moving those messages to another folder. Rules can also 
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help you file outgoing messages, and you can create "housekeeping" rules to periodically 
sweep your Inbox or archive folders of clutter. 

The most common use of rules is to move low-priority messages out of your Inbox as soon 
as they arrive, filing them in their own folders (but leaving them marked unread) so you can 
read them at your convenience. This is a great way to handle newsletters, messages from 
busy mailing lists, or sales pitches from online vendors. 



INSIDE OUT 






Take advantage of the Unread Mail search folder 

If you use rules to sort incoming mail into folders based on its priority, you might only 
want to monitor your Inbox during the workday, leaving low-priority messages for 
when you're free to think about things other than work. To gather all your new mes- 
sages into a single view, use the Unread Mail search folder. (See "Creating and Using 
Search Folders" on page 751 for details on how to create it.) Arrange this view by folder, 
and you can quickly scan what's new by folder. If a particular low-priority folder is 
full and your time is in short supply, just mark all messages in that folder as read and 
move on. 



The simplest way to create a new rule is to start with an existing message that matches the 
conditions you want to use. On the Home tab, in the Move group, click Rules. That displays 
a short menu like the one shown here. 



10... 

itific... 



53 Mo 



I^Rule 



^ Unread/ Read Find a Contact T 
58 Categorize T 



Efl Address Book 
mail T 



Always N ,jes From: Facebook 

Always Move Messages To: Ed Bott Us 

\fe Create Rule... 

(^ Manage Rules SiAlerts... 



"S 



Tue 6/22/2010 3... B 
Tue 6/22/2010 4... B 
Mon 6/21/2010 ... E 
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The option to move messages from the sender is always available. If the message was sent 
to an e-mail address other than the one associated with the current data file, that option is 
available here. That allows you to quickly create a rule to handle messages sent to a mailing 
list that you belong to. 

If one of the options here will do the trick — if you always want notifications from Face- 
book to go into your Facebook folder, for example — then click that option and choose 
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a destination folder (or create a new folder) in the Rules And Alerts dialog box. Outlook 
immediately creates the rule and runs it against the contents of the current folder, moving 
other messages that match your condition to the folder you just specified. 

What if the condition you want to use as the trigger for your rule isn't on the short menu? 
In that case, click Create Rule, which opens the dialog box shown here. It offers a slightly 
expanded set of actions and conditions. Choose at least one condition from the top half 
of the Create Rule dialog box and at least one action from the bottom half, click OK, and 
you're done. 



ra 



When I get e-mail with all of the selected conditions 

|yl From Facebook 

[V] Subject contains friend 



n Sent to me only 



Do the following 

I I Display in the New Item Alert window 



QPlay a selected sound: Windows Notify.wav H ■ Browse.. 



MMove the item to folder: Facebook 



Advanced Options.. 









In this example, the original message subject was long ("Samantha Smith has confirmed 
you as a friend on Facebook") and too specific to identify similar new messages. So we 
trimmed away the unnecessary parts and selected the top two check boxes. Now, any mes- 
sage that arrives from Facebook and contains the word friend will be automatically moved 
to its own folder. 



You can use the options in the Create Rule dialog box to highlight important messages as 
well. If you want to be sure you see a message from your boss as soon as it arrives, select 
the Display In The New Item Alert Window option. That option pops up a message box like 
the one shown here, which remains visible until you dismiss the alert window. 



% New Mail Alerts 
Memo From the boss 



GD. b taJ 



Ed Bott 
Ed Eott 



Subject 



Accepted: Annual review 
Accepted: Annual review 



6/21/2010 7.. 
6/21/2010 7.. 



Open Item 
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For full access to all the capabilities of Outlook's rules engine, click the Advanced Options 
button at the bottom of the Create Rule dialog box. That opens the Rules Wizard, where 
you can build your rule by clicking through its four somewhat cluttered pages. On each 
page, you select from a list of options in the top of the page and view a rule description in 
the box at the bottom. When a condition or action requires additional details, click the blue 
link in the description box at the bottom to fill in those details. 

First, you select the conditions to check for. The list of more than 30 options here is impres- 
sive; for example, if you want to define special treatment for any messages sent by anyone 
in your organization, you can use the With Specific Words In The Sender's Address condi- 
tion and specify your company's domain. 

Next, you specify the actions to perform, as shown in Figure 22-10. 



What do you want to do with the message? 
Step 1 : Select action(s) 



move it to the specified folder 

□ assign it to the category category 

□ delete it 

□ permanently delete it 

□ move a copy to the speciPied folder 

□ forward it to people or public group 

□ forward it to people or public group as an attachment 

□ redirect it to people or public group 

□ have server reply using a specific message 

□ reply using a specific template 

□ flag message for follow up at this time 

□ clear the Message Flag 

□ clear message's categories 

□ mark it as importance 

□ print it 

□ play a sound 

□ start application 
mark it as read 



Step 2: Edit the rule description (click an underlined value) 



Apply this rule after the message arrives 

from Ed Bott 
and with review in the body 

move it to the I sjpecifiec Nf older 
and mark it as read d ^ 
and stop processing more rules 
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Figure 22-10 For conditions or actions that require input from you, click the "specified" link in 
the box at the bottom and fill in text, a date range, folder name, or other necessary details. 



On the third page, you specify any exceptions to the rule — for example, you might want to 
automatically file any messages sent to a particular mailing list unless they're also specifi- 
cally addressed to you. 
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The wizard's final page allows you to specify a name for the new rule and gives you one last 
chance to review its conditions before enabling it and, optionally, running it on the con- 
tents of the Inbox. 






to 
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@ 



Finish rule setup. 



Step 1 : Specify a name for this rule 



School of Fine Art 



Step 2: Setup rule options 

| | Run this rule now on messages already in "Inbox" 

|yl Turn on this rule 

I I Create this rule on all accounts 

Step 3: Review rule descri[ l underlined value to edit) 



■:;:".". v;:;:v 
with | iin the sender's address 

move it to the School of Fine Art folder 
and stop processing more rules 



CAUTION 



The Permanently Delete It action is a powerful alternative to the more conventional 
Delete It action. Maybe too powerful, in fact. What's the difference? Delete It moves 
the targeted messages to the Deleted Items folder; Permanently Delete It bypasses that 
safety net and removes the selected message or messages completely, with no option 
of recovery. We strongly recommend against using the Permanently Delete It action 
with rules that apply to incoming messages because of the risk that you will inadver- 
tently delete an important message. Instead, use this action with clean-up rules that 
you run manually after making a good backup of your data files. 
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To manage rules you've already set up, or to create a new rule based on a template, click 
Rules (in the Move group on the Home tab), and then click Manage Rules & Alerts. That 
opens the Rules And Alerts dialog box shown here, which lists the rules you previously 
created. 



E-mail Rules Manage Alerts 



Apply changes to this folder: Inbox [katy@edbott.netj mackie@example.com] 



J3 



[^ New Rule. . . Change Rule ^ -4=) Copy. . . JC Delete 



Run Rules Now... Options 



| Rule (applied in the order shown) 



Actions 



School of Fine Art 

EdBott (client-only) 

Docs (client-only) 

Facebook (client-only) 



-i:, 

-i. 



fi 



~W 



Rule description (click an underlined value to edit): 



Apply this rule after the message arrives 
with fineartschool.net in the sender's address 
move it to the School of Fine Art folder 
and stop processing more rules 



rn Enable rules on all messages downloaded from RSS Feeds 



Apply 



The New Rule button offers a set of templates before proceeding to the full-blown Rules 
Wizard. Click Change Rule to choose from a group of options for editing the currently 
selected rule. The Move Up and Move Down arrows (just to the left of Run Rules Now) are 
so subtle that you might miss them. But these options are extremely important for ensuring 
that your most important rules run first. If you have created a rule that trumps all others — 
such as one that flags messages from your manager as High importance if they contain any 
of the words urgent, now, or important — you want it to run first, and you don't want the 
same message to be processed by another, lower-priority rule. For best results, move the 
primary rule to the top of the list and make sure it includes Stop Processing More Rules as 
its final action. 
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Using Address Books and Directory Services 



The most important thing to know about the Outlook Address Book is that it doesn't exist. 
Oh, it looks real enough, and you can get to it from just about anywhere in Outlook. In 
each of the main Outlook views (the ones represented by buttons at the bottom of the 
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Navigation pane), you'll find an Address Book button in the Find group on the Home tab. 
You can also open the Address Book with its Outlook keyboard shortcut, Ctrl+Shift+B (to 
memorize this one, just think of B for Address Book). 

You'll find that same Address Book button in the Names box on the Message tab when you 
create a new e-mail message, in the Names group on the Contact tab when you create a 
new Contact item, and in the Attendees group on the Meeting tab in a Meeting request In 
any new message window, you can click To, Cc, or Bcc to display the Address Book as well. 

So with all those ways to open a window whose name is indeed Address Book, why do we 
insist that the Address Book doesn't exist? Because its contents come from elsewhere, and 
the Address Book is just a tiny shell that provides an alternative means of getting to those 
names, addresses, and other details. If you think of it as Address Book view, you're getting 
closer to understanding how it works. 

When you open the Address Book from a new message window, Outlook opens a dialog 
box like the one shown in Figure 22-11. That's a search box in the top left, with a drop- 
down list of Address Book data sources to its right. A table-style view of the currently 
selected data source is displayed in the large contents pane. Select any name and click To, 
Cc, or Bcc to add it to the list of recipients for the message you're creating. 
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Select Names: Search Results - Contacts 
Search: , Name only -Q More columns Address Book 



de 



Go Search Results - Contacts 



S 



Display 



^ Aidan Delaney 
2 Anu Deshpande 
J Axel Delgado 
£ Bruno Denuit 
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£ Dean McCrae 
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g Deepak Kumar 
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Suggested Contacts 
Contacts (Mobile) 
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david@humongousinsurance . com 
dean@f ineartschool . net 
deborah@cohovineyard . com 

deepak@cohovineyard . com 
deepak@littlemachineshop . com 



To-> 



Derwin, David W. 
Cc-> I Garcia, Debra 



Bcc-> 



Figure 22-11 Filter the Address Book contents using the search box on the left, as we've done 
here, and change its data source by picking a different entry from the Address Book list. 
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The Address Book search box behaves oddly and inconsistently. When the Name Only 
option is selected, whatever you type in the search box is treated as if it were an index 
word, and Outlook jumps to the nearest entry that matches what you typed. If you type 
Damien, but there's no one by that name in your Address Book, the selection jumps to the 
first name after that entry alphabetically — in this case, probably Dan or Dana or David. All 
other names remain in the Address Book window, and you can scroll up or down at will. 

On the other hand, when you select More Columns, Outlook clears the contents pane 
immediately and awaits your instructions. Type a search term, and then click Go to filter the 
list to entries that contain any word that begins with your search term. 

If you open the Address Book from the main Outlook window, you lose the address field 
buttons at the bottom but gain some interesting opportunities to tweak the Address Book. 
For example, click Tools and then Options to reveal this dialog box, where you can use the 
option at the bottom to make sure you see the right names and e-mail addresses when you 
open the Address Book. 



Addressing 

When sending e-mail, check address lists in this order: 

© Start with Global Address List 
® Start with contact folders 
Custom 



Contacts 

Suggested Contacts 
Suggested Contacts 



Properties 



jj 



When opening the address book, show this address list first: 
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Your Outlook profile includes at least one and possibly many more sources, which can be 
selected from the drop-down Address Book list. That selection controls what's displayed 
in the contents pane beneath it, and it also determines the search scope of anything you 
search for here. 



Your primary Outlook data file contains a Contacts folder that is available as an address 
book. So do connections to Windows Live Hotmail accounts. Connections to a Microsoft 
Exchange server give you access to that server's global address list and to your private 
address list. If you use the Outlook Social Connector to add a service like Linkedln to your 
profile, the Linkedln address book shows as a data source here as well. 
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INSIDE OUT 



Customizing the contents of the Address Book list 

If you find that one or more of the entries in your Address Book list is irrelevant — if you 
never use the Suggested Contacts folder for your Windows Live Hotmail account, for 
example — you can remove it from the Address Book list using one of two well-hidden 
settings. 

The first is available when you right-click on any folder under the My Contacts head- 
ing in Contacts view and then click Properties. Click the Outlook Address Book tab, as 
shown here, and clear the Show This Folder As An E-Mail Address Book option. 



& 



s 



Page I Outlook Address Book 

,.■■■:■■ ■■•■■■ 

Suggested Contacts 









The less obvious route is to use the Address Books tab of the Account Settings dialog 
box. (Click File, and on the Info tab click Account Settings and then Account Settings.) 
Select Outlook Address Book from the list and click Change. That opens the Microsoft 
Outlook Address Book dialog box shown here and moves you into the very elite circle 
of people who have actually seen this very obscure dialog box. 



Microsoft ( Jress Book 



HEI 



To designate a Contacts folder as an Outlook Address Book, 
go to the Properties dialog box for the Contacts folder. On 
the Outlook Address Book tab, select the "Show this folder 
as an e-mail Address Book" checkbox. 

Outlook Address Books: 



-:-: Katy@edbott.net 
Contacts: /a. corn 

Linkedln: Katy@edbott.net 
Suggested Contacts: Katy@edbott.net 



* 






Show names by 

© First Last (John Smith) (§» File As (Smith, John) 



If this seems like the long way around, you're right — except that this dialog box offers 
an option you won't find elsewhere. Use the Show Names By option at the bottom to 
change the filing order. For a personal or family address book you might prefer the 
default First Last order, but for a work account you'll probably prefer the File As option, 
which lets you scroll through the Address Book by last name. 
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Outlook 2010 Inside Out 
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Importing and Exporting Outlook Data 792 



People Pane 807 

Our Favorite Outlook Tweaks and Tips 809 



What's on your to-do list today? If you use Outlook 2010, the answer can be just 
a click away. In this chapter, we explain how you can flag e-mail messages, con- 
tacts, and tasks for follow-up so that they appear as prioritized to-do items in 
any view. We also show how to set reminders so that you're less likely to miss important 
appointments or tasks and how to coordinate multiple calendars — yours and others. 

For the most part, receiving new e-mail messages and synchronizing data with servers is an 
automatic process in Outlook 2010, but there are circumstances under which it makes sense 
to tinker with send/receive schedules, as we explain here. We also cover the essentials of 
importing, exporting, and archiving your Outlook data. 

In Outlook 2010, two features allow you to bring data from the web directly into Outlook. 
If a website provides an RSS feed, you can link that feed to an Outlook folder and read 
each item as if it were an individual e-mail message. You can also use a new Outlook 2010 
feature called the Outlook Social Connector to get a quick look at what your friends and 
associates are up to on social networks such as Linkedln and Facebook. 



Setting Follow-up Flags and Reminders 



All Outlook items are not created equal. For those that deserve a little extra attention, click 
Follow Up, which is available in the Tags group on the Home tab for an e-mail message or 
a contact item. (For tasks, the Follow Up options get their own group on the Home tab, 
and Calendar items don't need flags because they have their own region at the top of the 
To-Do Bar.) Clicking Follow Up allows you to add an item to the To-Do list and, optionally, 
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set its Due Date field using any of the half-dozen options at the top of the menu, as 
shown here. 



tzi am 

Unread/ Categorize 
Read 

Tags 






Tomorrow 
This Week 
Next Week . 
No Date ^ 

Custom... 
Add Reminder... 
Complete 
Clear Flag 
Set CHJick Click... 



Choosing Today or Tomorrow has an obvious effect on the Due Date field. If you choose 
This Week or Next Week, Outlook sets the Due Date field to the last day of your work 
week — Friday, unless you change this default. These options have an unexpected effect if 
you work on a Saturday, which Outlook considers the last day of the week. In that case, 
clicking This Week on the Follow Up menu sets the due date to Friday of the current 
week — in other words, yesterday. 



n 









TROUBLESHOOTING 

The Follow Up menu shows only a single choice 

What type of e-mail account are you working with? Outlook displays the full range of 
Flag options on messages from a POP account, as well as those from a Windows Live 
Hotmail account or one on a Microsoft Exchange server. The one exception is an IMAP 
account, including those on Google's Gmail service. For messages associated with an 
IMAP account, Outlook supports only the most basic form of flagging: click Flag Mes- 
sage from the Follow Up menu to add the item to your To-Do list, and click Clear Flag 
to remove the item from that list. The Mark Complete option is unavailable, as are the 
date-related options in the Follow Up group on the Task List tab. Fortunately, there is a 
workaround. Move or copy the message from the folder in the data file associated with 
your IMAP account to your primary Outlook data file. The same e-mail message, stored 
in this alternative location, supports all Flag options. 
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A flag consists of four properties, including a Reminder date and time. You can see (and 
change) any of these four settings in the Custom dialog box. If you click the Custom option 
on the Follow Up menu, Outlook opens this dialog box without changing any settings. If 
you click Add Reminder, Outlook opens the Custom dialog box and selects the Reminder 
check box, if necessary. Reminders are tremendously useful if you want Outlook to nag you 
when an item is due (or overdue) for follow-up. You can also change the text that appears 
in the Reminders window. Figure 23-1 shows a to-do item under construction. 
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| Friday, October 01,2010 
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3 Reminder: 



Friday, October 01, 2010 



D @ 



Clear Flag 



Figure 23-1 Click the Reminder check box and set the exact date and time when you want 
Outlook to nag you about the current flagged item. 

The four properties of a flag that you can edit are as follows: 

• Flag To The default text is Follow up, and for most items this will probably work 
fine. Choose one of the other options in this list or enter your own text if you want a 
more detailed description of why you flagged an item. This text appears at the begin- 
ning of the InfoBar at the top of any flagged item and at the top of the Reminders 
window for the selected item. For a flagged Contact item, you might choose Call or 
Send E-Mail as the Flag To text. 

• Start Date Outlook fills in this field using a default value if you use one of the 
ready-made options on the Follow Up menu. Use this field for a rudimentary form of 
project management. If you estimate that a project will take two weeks, you can fill in 
a start date based on the due date. If you make use of this field, click the Arrange By 
heading in the Task list (at the bottom of the To-Do Bar) to change the grouping to 
Start Date or back to Due Date. 
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Due Date This field is filled in automatically when you choose Today, Tomorrow, 
This Week, or Next Week. As with the other date-related fields in this dialog box, you 
can use a calendar control to pick a date. In the Custom dialog box, click the arrow to 
the right of the Due Date field to display the date picker. Use the Today button to fill 
in today's date, or click None to remove the due date. 
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• Reminder When you select this check box, you can enter an exact date and time 
when you want Outlook to pop up a Reminders window with a link to your flagged 
item and play an accompanying sound. For the date field, click the down arrow and 
use the familiar date picker. For the time field, you can pick from the drop-down list, 
with intervals at round half-hour increments (10:00 AM, 5:30 PM), or you can type an 
exact time (4:55 PM). 
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What makes Calendar reminders different? 




The Reminders window shows flagged items and upcoming appointments and meet- 
ings. Reminders for Calendar items work differently than their counterparts on flagged 
messages, contacts, and tasks. To set a reminder directly for any Calendar item, use the 
drop-down Reminder list in the Options group on the Appointment or Meeting tab. 
Unlike flagged items, for which you can specify the exact time when you want Outlook 
to pop up a reminder, Calendar items only allow reminders that are relative to the start 
time of the meeting or appointment. You can choose a reminder time from this list — 15 
Minutes, 3 Days, or 1 Week, for example. You can type your own values in this list as 
well, provided that you use the proper relative format. So, you can enter 45 Minutes or 
5 Days, even though neither option is on the default menu, but you can't use a specific 
date and time for the reminder on a Calendar item. If you try to enter a specific date or 
time, Outlook simply ignores your input. 



When Outlook is running, it keeps track of reminders you set previously. If Outlook is run- 
ning when the reminder time rolls around, it opens a Reminders window, like the one 
shown in Figure 23-2. (If your PC is turned off or Outlook is not running at the specified 
time, you see the missed reminders the next time you start Outlook.) 

When you see a reminder, you can click Dismiss to clear the reminder for that item and 
ensure that you don't see it again; click Dismiss All to do the same with every item in the 
Reminders window. If you want to deal with a reminder later, select the item, pick a time 
from the list at the bottom of the dialog box, and then click the Snooze button. 

Flagging an item creates a to-do item, which appears in the Task list at the bottom of the 
To-Do Bar. You can also see the full list from the Tasks folder (click To-Do List in the Naviga- 
tion pane) and in the Daily Task list at the bottom of daily or weekly Calendar views. 

For a refresher course on how the To-Do Bar fits with the rest of the Outlook interface, see 
"Organizing the To-Do Bar" on page 705. 
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V4' 2 Reminders 
S | Samantha Smith 

Send E-mail: Saturday, July 03, 2010 5:00 PM 



Subject 



I Annual r 






Click Snooze to be reminded again in: 



J3 



Figure 23-2 The Reminders window shows flagged items, such as this Contact item, alongside 
appointments and meetings. Note our custom Flag To text: Send E-Mail instead of Follow Up. 
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Drag items to the To-Do Bar to flag them 

If you want to flag more than a few items at once, skip the Follow Up menu and drag 
them to the Task list section of the To-Do Bar instead. Note that the Task list must be 
arranged by Start Date or Due Date for this procedure to work. Drop one or more items 
onto the list under a date heading to create new to-do items using that date. 



When you click to select a flagged item in the Task list, Outlook displays the Task List tab 
shown here. (Note that the Follow Up group and the Mark Complete command in the 
Manage Task group are not shown for flagged messages from IMAP mail accounts, includ- 
ing Google's Gmail.) 
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Most of the commands on this tab are also available from the shortcut menu when you 
right-click a flagged item. You can mark the item complete, change the follow-up date, and 
change the grouping for the list by clicking a field in the Arrangement group. 
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It's important to note a distinction between items on the To-Do list and those in the 
Tasks folder. To-Do list items are created by flagging a message, a contact, or a task, and 
they retain the properties and content of the original item type. If you click a flagged 
e-mail message in the To-Do list, you open that message. Tasks, by contrast, are a distinct 
Outlook item type, with the same four properties as a flagged item, as well as a few extras, 
such as Status, Priority, and % Complete. Tasks also have their own notes and accept file 
attachments. 

One of most interesting options you have with a task — not available for flagged items — 
is the ability to specify a recurrence pattern. If you are responsible for distributing a status 
report at the end of every workweek, for example, you can create a new task (Distribute 
Status Report) and click the Recurrence button to display the dialog box shown in Fig- 
ure 23-3. 
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Figure 23-3 You can set a recurring task so that it shows up on your task list on the same day 
each week or month, or regenerate a new task whenever you mark the current task as complete. 

Recurring tasks behave a lot like their Calendar counterparts (see "Setting Up Recurring 
Appointments and Events" on page 727), with the noteworthy exception of the Regenerate 
New Task option. This option allows you to schedule a new task at a set interval after the 
completion of the previous one. You might use this if you want to be reminded to check 
in with a customer if 30 days go by since your last phone conversation. Create a recurring 
task (Call Samantha), choose Monthly under Recurrence Pattern, and then select Regener- 
ate New Task 1 Month(s) After Each Task Is Completed. After each phone call, add your 
call notes to the task and click Mark Complete. That creates a new copy of the task, with a 
new due date. All your notes remain in the item as well, with a separator line above the old 
notes. The previous task stays in the list, with a strikethrough to indicate it's complete. 
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Add reminders to flagged items automatically 

By default, flagging an item adds it to the To-Do list with a due date that matches the 
Follow Up menu option you click. But it doesn't add a reminder — you have to do that 
manually. To change the default settings so that every flagged item gets a reminder, 
open the Outlook Options dialog box (click File, Options). On the Tasks tab, select Set 
Reminders On Tasks With Due Dates. By default, Outlook sets the reminder date to the 
same date as the due date and the time to 8:00 AM. You can change this time using the 
drop-down Default Reminder Time list. In the same dialog box, you can also change 
the color for overdue tasks (the default is red) and completed tasks (gray). 



The absolute fastest way to flag an e-mail message for follow-up is to click the flag icon 
at the right of its entry in the message list. By default, this has the same effect as clicking 
Today on the Follow Up menu. To change this default, click Follow Up, then click Set Quick 
Click, and choose an alternative from the list, as shown here. 









When single-clicking on the Flags 
column, add the following flag: 


>t imi 


This Week 


Id 




OK 


Cancel 





If you use OneNote, don't overlook that program's strong connections to Outlook, includ- 
ing the ability to link OneNote pages and paragraphs to Outlook tasks. We explain this fea- 
ture in full in "Using OneNote with Outlook" on page 547. 



Sharing and Comparing Calendars 



How many individual calendars are available when you switch to Calendar view? In the 
Navigation pane, under the My Calendars heading, you'll find your main Outlook calendar 
and separate calendars for birthdays and holidays. If you have linked a Windows Live Hot- 
mail account to your Outlook profile, its calendar shows up here as well. And as we explain 
later in this section, you can also open shared calendars from other users, if they've given 
you permission. 
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Add holidays to your default calendar 






Items on the Holiday calendar are specific to your country and are not included as part 
of your default calendar. To add items from the Holiday calendar to your current calen- 
dar, open Outlook's Options dialog box and click the Calendar tab. Under the Calendar 
Options heading, click Add Holidays, select your region, and click OK. 



Arranging Multiple Calendars 



The initial challenge with multiple calendars — whether they're yours alone or shared with 
others — is comparing them effectively. Fortunately, Outlook includes several tools to help 
you arrange multiple calendars on the screen, side by side or overlaid in a single display 

Say you have your calendar in an Exchange account at the office and a friend's shared per- 
sonal calendar in Windows Live. How do you see them together? Start by clicking the check 
box to the left of each calendar in the Navigation pane. That displays the two calendars 
side by side, as shown here. 
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The side-by-side calendars scroll up, down, and from side to side in unison. If you click a 
single date or drag to select a range of dates (as we've done here), those dates are dis- 
played in both places. Likewise, any commands in the Arrange group apply to both calen- 
dars simultaneously. 



IM3IUC \J\J I Change a calendar's background color 

In Outlook, each calendar is color-coded, with the color band in the Navigation pane 
matching the background color for the corresponding calendar. If you find that one of 
these automatically applied colors makes the calendar hard to read, it's easy enough to 
change the color. On the View tab, click Color, and then choose one of 15 pastel alter- 
natives. This option can be especially helpful when you're overlaying two calendars and 
you want a more obvious visual contrast between items from the different calendars. 



Side-by-side displays are fine for a quick comparison, but if you really want a unified dis- 
play, click the View tab and then click Overlay (in the Arrangement group). Figure 23-4 
shows the same calendars as before, this time as an overlay. 

CAUTION 

When you select or open a meeting or an appointment from a calendar that is not your 
default calendar, you see a Copy To My Calendar command on the Appointment or 
Meeting tab. That option does exactly what it says — copying all details from the origi- 
nal item to a new item in your default calendar. It does not create a link between the 
two items, however. If the original item is in a calendar under someone else's control, 
you run the risk that he or she will change the date, time, location, or other important 
details in the original item, leaving you with an incorrect, outdated item. In general, 
you should only copy items to your calendar when you control both the source and 
the destination calendars. If you do copy an appointment from another calendar, we 
recommend that you make a note in the new copy that includes the source of the 
appointment details, the date it was copied, and (if possible) a link to the original cal- 
endar item. 



If you find yourself regularly referring to the same group of calendars, you can cut a few 
clicks out of the process of arranging them. Click to select the calendars you want to save 
as a group, and then click Calendar Groups, Save As New Calendar Group (in the Manage 
Calendars group on the Home tab). Your new group appears as its own node in the Navi- 
gation pane. Click the check box to the left of the Calendar Group name to display all its 
members in the current window. 
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Figure 23-4 Color coding helps distinguish appointments from different calendars. The bold 
type on appointments indicates that those are part of the currently selected calendar. 
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Working with Meeting Invitations 

Meetings closely resemble appointments, with the crucial difference that they involve invi- 
tations sent via e-mail. (To see what one of these invitations looks like, see "Meetings" on 
page 695.) 

Your experience depends on how your e-mail environment is set up. In a corporate setting, 
where everyone involved has an account available in the Microsoft Exchange Server global 
address list, you are typically able to view free and busy times for others in your group. 
When creating or viewing a meeting request in that environment, you can click Schedul- 
ing Assistant (in the Show group on the Meeting tab) to see the shared calendar. A Room 
Finder pane on the right lets you see which conference rooms are available, and suggested 
meeting times appear at the bottom of that pane, based on the free times for members of 
your Attendees list. 
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But you don't need to use Exchange to turn appointments into meetings. If you create a 
meeting request and send it to potential attendees, they receive a meeting request that 
superficially resembles an e-mail message. A closer look reveals a few twists, as shown in 
Figure 23-5. 

If you and your fellow attendees are on the same Exchange-based mail setup, the server 
handles the work of coordinating who has accepted and who has declined and who has 
yet to respond. If you're using Internet-standard mail, it's important to send a response, so 
that the meeting organizer doesn't have to manually follow up with you. When you click 
Accept, Tentative, or Decline, you can choose whether to send a response immediately or 
to edit the response first. After you send the response, Outlook updates your calendar and 
moves the meeting request to the Deleted Items folder. 

And what if the recipient isn't using Outlook? You still might be able to coordinate your 
meeting, depending on the calendar system he or she uses. If your recipient an Outlook 
meeting request in the web version of Windows Live Hotmail, for example, Windows Live 
offers the same Accept/Tentative/Decline options. Gmail accounts that have been con- 
nected to a Google calendar offer a similar Yes/Maybe/No option. In both cases, the meet- 
ing organizer gets a proper response and the appointment is updated accordingly. 
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Figure 23-5 Options in the Respond group allow you to accept, decline, or suggest a new time. 
The body shows the proposed meeting time in your calendar, to help identify conflicts. 
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Sharing Contact and Calendar Items via E-Mail 

You have information in Outlook, and you want to send it to someone else, without a lot of 
tedious cut-and-paste work. 

If the items in question are contacts or appointments, you're in luck. Outlook allows you to 
share those types of information with anyone, as Outlook items or in one of two Internet- 
standard formats specifically designed for data interchange. 

Both of these standard formats consist of simple text files, with a syntax that any compat- 
ible program can decode. For sharing Contact items, Outlook uses the vCard format, which 
creates a file with the .vcf file name extension. For Calendar items, Outlook uses the iCal- 
endar format, with the .ics file name extension. (For more details about the vCard format in 
Outlook, see the Microsoft Knowledge Base article at w7io.com/290840.) An older format 
for exchanging appointments, vCalendar, is no longer used. 



Sharing and Comparing Calendars 783 



Why would you want to send someone else an item from your Contacts folder? The most 
common situation, we suspect, is sending your personal or work-related contact informa- 
tion to someone else via e-mail, just as you would hand them your business card if you 
were to meet at a trade show. 

That scenario is so common, in fact, that Outlook's designers devised a Business Card for- 
mat specifically to address it The Business Card format allows you to pick and choose infor- 
mation from your own Contact item, spruce it up with a picture and (optionally) a custom 
background color, and arrange the information on the card so it's easy to read. To design 
your own business card, start by opening your own contact record (if it doesn't exist, create 
a new one for yourself), and then click Business Card in the Options group on the Contact 
tab (or double-click the default business card, in the upper right quadrant of the Contact 
item). That opens the Edit Business Card dialog box, shown in Figure 23-6. 



Edit Business Card 



SS 




Katy Bott 

I Bott Communications 
J Chief Feline Officer (CFO) 

| (404)555-2321Office 
katybott@live.com 
katv@example.com 




HH 



Lara uesign 




Layout: [imageLeft t| Background: [<2t\ 


Image: Change... 




Image Area: [32% 

Image Align: [Top Left ▼ | 




Edit 


| '404) 555-2321 


Label: | Office [Right 


HW 



Figure 23-6 Information you add as a label here goes on your business card but isn't stored in 
the corresponding fields in the Outlook Contact item. 

You build the business card line by line, clicking the Add button to choose fields from your 
Contact item and clicking the Move Field Up and Move Field Down arrows to position each 
line just so. You can edit each line on the business card (and provide labels to distinguish 
different types of phone numbers and addresses) in the Edit box on the right, where you 
can also choose fonts, adjust font sizes and colors, and specify alignment options. Use the 
options in the upper right corner to choose a photograph, position it on the card, and 
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provide a complementary background color. When you're finished, click OK to save the 
Business Card layout and its data as part of the Contact item. 

The beauty of the Business Card format is that it allows you total control over what per- 
sonal information you disclose about yourself. The underlying Contact item might include 
all sorts of personal information (like your home address and details about your spouse and 
family) that you would never willingly share. By creating a business card, you get to choose 
exactly what goes on the card. 

To send contact information via e-mail, start in the Contacts folder by selecting one or 
more items and then clicking Forward Contact (in the Share group on the Home tab), or 
open the contact in its own window and click Forward (in the Actions group on the Contact 
tab). You have three e-mail options in all: 

• As A Business Card The resulting e-mail message contains an embedded image of 
the card (in JPEG format) and a file attachment in the standard vCard format, with a 
.vcf file name extension. You can edit the message subject or text before sending. If 
you receive one of these messages in Outlook, you can right-click the business card 
image and click Add To Outlook Contacts. Or, as an alternative, double-click to open 
the item in an Outlook Contact window, where you can add your own notes or edit 
existing fields before clicking Save & Close. If a recipient opens a message contain- 
ing a vCard file on a PC where Outlook is not installed, they have to add the contact 
using the instructions for their e-mail software or another registered vCard handler. 

• As An Outlook Contact The resulting e-mail message contains a blank body and 
an attachment that contains the full Outlook item, with a .msg file name extension. 
As long as the recipient has Outlook installed, he or she can double-click to open the 
contact, make any changes or additions, and then click Save & Close. 

• In Internet Format (vCard) This option is available only if you open a Contact item 
in its own window (click Forward, in the Actions group on the Contact tab). It opens 

a new e-mail message with a blank body and with the current contact attached as a 
vCard file. Note that this file contains all available fields from the contact item, not 






just those shown in the business card. 

Unless you sign up for a third-party Outlook add-in that allows you to send Simple Mes- 
sage Service (SMS) text messages to phones, you can ignore the Forward As Text Message 
and Forward As Multimedia Message options. 

To share details of appointments in your Outlook Calendar, the procedure is similar to what 
you do with a contact. Click the arrow to the right of the Forward command (in the Actions 
group on the Appointment tab) and then click Forward or Forward As iCalendar. (For meet- 
ing requests, you should have the meeting organizer add the recipient to the meeting 
rather than forward someone else's meeting request details.) 
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Both options send the item as an attachment to an e-mail message. The Forward com- 
mand sends your appointment in Outlook item format (with a .msg file name extension). If 
the recipient has Outlook installed, she can double-click the attachment (or open it in the 
preview pane) and then click Copy To My Calendar. Use the Forward As iCalendar option 
whenever you are not certain whether the recipient has Outlook installed. 

Sharing a Calendar via E-Mail or the Web 

In the previous section, we discussed how to send details of a single appointment as an 
attachment to an e-mail message. But what do you do if you want to share details of a 
week or a month's worth of appointments when those details are part of a local calendar? 
This scenario has a variety of uses besides the obvious ability to share your personal calen- 
dar. For example, if you're the secretary of a committee planning a major fundraising event, 
you have meetings, rehearsals, and the event itself to coordinate with other committee 
members. By creating a new Outlook calendar (click Open Calendar, Create New Blank Cal- 
endar in the Manage Calendars group on the Home tab), you can manage the committee's 
schedule in its own dedicated calendar and send updates as needed to committee mem- 
bers via e-mail. 

The simple (but effective) option is to allow Outlook to copy the details of those appoint- 
ments to an iCalendar file and send that file as an e-mail attachment to one or more 
recipients. Start by opening the calendar whose details you want to share. Click E-Mail 
Calendar, in the Share group on the Home tab. That opens a dialog box like the one shown 
in Figure 23-7, where you can specify the range of dates and other options for the calendar 
you're about to send via e-mail. 
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Figure 23-7 The Date Range option allows you to choose a predefined range of dates (a week, a 
month, and so on) or to specify a custom start and end date for a calendar to be sent via e-mail. 
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In the Send A Calendar Via E-Mail dialog box, use the Date Range option to choose which 
dates should be on your shared calendar, and then pick an option from the Detail box to 
choose how much information to include in each item on the shared calendar. If you're 
updating a colleague on where you'll be during a week-long business trip, you might 
choose Next 7 Days and Limited Details. For a custom calendar you've created for your 
fundraising committee, you would probably select Whole Calendar and Full Details. 

When you click OK, Outlook prepares an e-mail message that matches the specifications 
you just entered. The attached iCalendar file allows your recipients to import the calendar 
into their PC-based calendar program if they choose, but they don't need to take that extra 
step. The e-mail message itself contains all the details they need. 
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Use the web instead 







If you're sharing a calendar with a group, it might make more sense to start with a 
web-based calendar instead, using Windows Live Hotmail or a similar online service. 
From your free Windows Live Hotmail account, open your calendar and click Add A 
New Calendar. You can give the calendar a descriptive name, edit sharing permissions 
to allow access by a small trusted group or the public, and send a link to the shared 
calendar via e-mail. This option might require a little more work on the recipients' part, 
but it also allows you to share the work of managing the shared calendar. 



Sharing a calendar as an e-mail attachment is a one-way process, and it doesn't create links 
between the appointments on your local calendar and those on the copy you've sent out 
via e-mail. If you change the details of next Tuesday's meeting, you need to send another 
e-mail to alert every attendee. As an alternative, you can share your local calendar via the 
Microsoft Outlook Calendar Sharing Service. This free service, hosted at Office.com, allows 
you to publish details about your calendar and update them at regular intervals. You can 
then set permissions that allow other people to share the details of your calendar. This 
option is especially useful if you and a business partner work in different offices and you 
want to be able to see each other's schedules at a glance so that you can arrange confer- 
ence calls and meetings with a minimum of fuss. 

To get started, you must have a Windows Live ID. Open your Outlook Calendar, click Pub- 
lish Online (in the Share group on the Home tab), and then click Publish to Office.com. 
After you sign in, you see the dialog box shown next. (If this is the first time you've used 
this feature, you need to accept a license agreement.) 
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Publish Calendarto Office. corn 

Katy Bott Calendar 



Publishing: 
Time Span: 



W* 



SS 



® Previous [30 Days ~^] through next [&0 Days ~^] 
Q Whole calendar 



Availability only 

Time will be shown as "Free/' "Busy/' 
"Tentative/' or "Out of Office" 



□ Show time within my workjng hours only Set workjnq hours 

(4) Only invited users can subscribe to this calendar 
Q Anyone can subscribe to this calendar 



Adjust the options as shown here to change the date range and the amount of detail 
available to other people. When you click OK, you're prompted to sign in to the Microsoft 
Outlook Calendar Sharing Service using your Windows Live ID. After you accept the license 
agreement, your calendar is updated at Office.com. 

By default, the Outlook Calendar Sharing Service updates your calendar automatically, at 
intervals specified by the server. To modify these options, click the Advanced button in the 
Publish Calendar To Office.com dialog box: 



Published Calendar Settings 



BE] 



Upload Method: 

(ft) Automatic Uploads: Upload updates periodically 
Single Upload: Updates will not be uploaded 

Update Frequency: 

[V] Update this calendar with the server's recommended frequency 

If checked, calendar updates will be published according to the server 
guidelines, regardless of Send/Peceive group settings. 



OK 



Cancel 



The final step of this initial setup process allows you to send invitations to your shared cal- 
endar via e-mail. Recipients must have a Windows Live account associated with the e-mail 
address to which you send the invitation. After setup is complete, you can send additional 
invitations by clicking Publish Online and choosing Share Published Calendar. (This option 
is available only if you have already published a calendar to Office.com.) 

To remove calendar-sharing permissions for one or more persons on your list, click Change 
Sharing Permissions. To stop sharing the Calendar completely and remove it from the web- 
based service, click Remove From Server. 
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Although the Outlook Calendar Sharing Service is designed to work with Office, it can also 
be used with other calendar services, such as Google Calendar. For an extensive overview 
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of the different techniques available for Google Calendar, see "Transfer Calendars Between 
Outlook and Google Calendar" at w7io.com/12301. 



Receiving and Synchronizing Data 



If you have a fast, always-on Internet connection, sending and receiving e-mail probably 
isn't something you think about often. Outlook automatically connects to your outgoing 
mail server and sends messages as soon as you click the Send button. It retrieves mes- 
sages from POP and IMAP servers every 30 minutes when you're online. It synchronizes 
mail, calendar, and contact folders in Microsoft Exchange accounts as they arrive, using the 
Exchange ActiveSync protocol. As of summer 2010, Windows Live Hotmail accounts use the 
Exchange ActiveSync protocol as well, which means that mail, contact, and calendar items 
sync to your Windows Live account on the web and in Outlook almost instantly. 

You might choose to adjust these settings if you use a POP or IMAP account and you want 
notification of new mail more often than every 30 minutes. You also might choose to tweak 
settings here if you're traveling and have limited Internet access. If your Internet access plan 
charges by the minute and/or by the byte, you can modify your settings to minimize the 
amount of data exchange and temporarily suspend send/receive operations for nonessen- 
tial accounts. 

You'll find options for sending, receiving, and synchronizing everything in your Outlook 
profile on the Send/Receive tab, which is just to the right of the Home tab in every Outlook 
view, as shown here. 
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Send / Receive 



I = *|1 ^Update Folder 

eL=J 1^1 s en d All 
Send/Receive _. 
All Folders h3 Send/Receive Groups 

Send & Receive 



Show Cancel 
Progress All 
Download 



f^^ ^ Mark to Download T 

._ Unrnark to Download T 

Download 
Headers £_ Process Marked Headers n 

Server 



Dial-Up Work 
Connection T O 



The commands in the Send & Receive group work with all accounts. Send/Receive All Fold- 
ers connects to each POP, IMAP, and Windows Live Hotmail account, one after the other, 
without regard to the schedule defined for those accounts. It sends any messages in the 
Outbox and picks up any newly arrived messages from the server. (For POP and IMAP 
accounts only, this command is also on the Home tab, at the far right.) The keyboard short- 
cut for Send/Receive All Folders is F9. 



The Send/Receive Groups menu allows you to perform a send/receive operation for a single 
account. It's also where you can define global settings for automatic send/receive/synchro- 
nize operations and where you can set up groups. Click Define Send/Receive Groups to 
display the dialog box shown in Figure 23-8. 
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deceive Groups 

^j^ A Send/Receive group contains a collection of Outlook accounts and 
Lfc2 folders. You can specify the tasks that will be performed on the group 



during a send/receive. 
Group Name 



Send/Receive when 



Online Only 



Setting for group "All Accounts" 



3 Include this group in send/receive (F9). 
[] Schedule an autom :eive every 






|n] Perform an automatic send/receive when exiting. 
When Outlook is Offline 

|yl Include this group in send/receive (F9). 

F~| Schedule an automatic send/receive every 30 



Figure 23-8 In a default Outlook installation, the All Accounts group defines send/receive set- 
tings for all accounts. You can change global defaults or create new groups here. 



INSIDE OUT 



Understanding Outlook's unconventional keyboard shortcuts 

Despite the fact that it's been a full-fledged member of the Office family since 1997, 
Outlook has never fit in with its Office-mates when it comes to keyboard shortcuts. In 
Word, Excel, and the other Office programs, for example, Ctrl + F allows you to search 
the current document, worksheet, or presentation. In Outlook, that keyboard shortcut 
forwards the current message, and you need to remember that F4 opens the Find dia- 
log box to search within the contents of an e-mail message. Ctrl+Z is Undo in Outlook, 
just as in other Office programs, but Ctrl+Y isn't Redo — instead, it opens the Go To 
Folder dialog box. Outlook's approach to keyboard shortcuts is so quirky, in fact, that 
we recommend not bothering with them at all. If you're a keyboard diehard, you can 
find all of Outlook's oddball shortcuts in a single (very long) page, available via Outlook 
Help or online at w7io.com/12304. 
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Normally, Outlook shows a progress dialog box as the send/receive operation is under way. 
If you want to check the results of the most recent send/receive operation, click Show Prog- 
ress to display this dialog box. The Errors tab displays any messages that indicate a failure 
to connect or to receive or send messages. 
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By default, Outlook creates a single All Accounts group with separate settings for online 
and offline use. The Schedule An Automatic Send/Receive Every nn Minutes option is set to 
an initial default of 30 minutes. To change this automatic send/receive interval for all POP 
and IMAP accounts, enter a different value here. To apply different default settings for dif- 
ferent accounts, you need to create multiple send/receive groups. Click the New button to 
create a new group and give it a name of your choosing. For each account whose settings 
you want to control via the new group, click Include The Selected Account In This Group. 
Then click Edit for the All Accounts profile, select those same accounts, and clear the check 
box. You can now select each group in turn and adjust the settings below the group list, as 
needed. 

The Edit button provides access to an almost overwhelming assortment of options, which 
differ by account type. Figure 23-9, for example, shows settings for a Microsoft Exchange 
account. 
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r Pick an account from this list . . . 

p. . . and click here to include it in this group 
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. Published Calen.. 



All Accounts 

O Include the selected account in this group I Account Properties... 

Account Options 

Select the options you want for the selected account 

[7] Send mail items Q Make folder home pages available offline 

[7] Receive mail items Q Synchronize forms 

[7] Download offline address book 



Address Book Settings. . . 



Folder Options 

Select folders from the selected account to include in send/receive 



0^3 Inbox 
OS Drafts [2] 

0O Sent Items 



V 2j Deleted Items (2) 

0jJlI Calendar 
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□ ha] Notes 
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Q Download headers only 
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attachments 

[~~| Download only headers for items 
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Right click on the items in the folder list to select more options. 



■ Use these options to conserve bandwidth 

Figure 23-9 Click an account in the list on the left to see its options on the right. If Internet 
access is expensive or very slow, consider downloading only message headers. 
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TROUBLESHOOTING 

Some folders aren't synchronized with your Exchange server 

That might be by design. Drafts, RSS Feeds, contact folders from third-party services, 
and a handful of other folders in your offline data file aren't synced by default with the 
Exchange server. That's a precautionary measure intended to prevent you from inad- 
vertently exceeding storage limits imposed by your mail server's administrator. You can 
manually include or exclude folders for an Exchange account by opening the Send/ 
Receive Settings dialog box, clicking the Exchange account icon, and selecting or clear- 
ing folders in the list under the Folder Options heading. 



Settings for other types of accounts vary depending on the account type. POP accounts, for 
example, handle e-mail, and that's all. A POP server is designed to receive incoming e-mail 
addressed to you and hold it for your pickup. It isn't equipped to keep track of contacts or 
your calendar or to store messages in folders. Normally, when you connect to a POP server, 
any waiting messages are downloaded to your Outlook Inbox and then deleted from the 
server. For a POP server, as with any account, you can choose to download headers only 
for the Inbox folder, or to download full messages that are smaller than a specified size and 
download only headers for messages above that size. In this example, we've configured the 
account to download full message bodies if the message size is 50 KB or less. For messages 
above that size, Outlook downloads headers only. That saves you from wasting time or 
money downloading a large file attachment on a slow, expensive connection. 



Folder Options 

New mail will be delivered to the folder checked below 

oad headers only 



a £p mackJe@example.corn 
0l^ Inbox (2) 



o Download complete item including 
attachments 

[?! Download only headers for items 
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After you download headers to your account, you can go through and mark the ones you 
want to download in full, leaving the others unmarked. To accomplish this task, use the 
Mark To Download and Process Marked Headers commands on the Send/Receive tab. 



IMAP accounts are also intended for e-mail only. The key difference from POP accounts is 
that messages are stored on the server, organized in folders you create. When you connect 
with Outlook, you synchronize a local copy. Configuring an IMAP account requires a visit 
to two different locations. The first is the IMAP Folders dialog box, where you can specify 
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which server folders are synchronized with your local copy. Right-click the top-level icon for 
the IMAP account in the Navigation pane and click IMAP Folders on the shortcut menu. 

From the Send/Receive Settings dialog box, select the IMAP account and look at its settings 
on the right. To manage bandwidth by downloading headers instead of full messages, click 
Receive Mail Items and choose either Download Headers For Subscribed Folders or Use The 
Custom Behavior Defined Below. The latter option makes the Folder Options section avail- 
able for defining which folders you want downloaded as headers only. 

Synchronizing with a Windows Live Hotmail account requires no special settings. The only 
available setting in the Folder Options section allows you to download headers only for 
messages in your Inbox. 



Importing and Exporting Outlook Data 



You can drag any Outlook item into a folder in Windows Explorer (or onto your desktop) to 
save it as an individual item that you can open later in Outlook. Use this technique to share 
individual items between different Outlook profiles (even on different PCs). Drag a group 
of messages or contacts to a folder on a USB key, for example, and you can open that same 
folder on another PC and drag the saved items directly into an Outlook folder on that 
computer. 

To copy a large number of messages, contacts, appointments, or tasks to or from Outlook, 
use the Import And Export Wizard. The path to this utility is confusing (a rare user-interface 
mistake on Microsoft's part). Click File, then click the Open tab, and finally click Import. 
Although that sequence of commands doesn't include the word export anywhere in its but- 
tons or descriptions, it opens the Import And Export Wizard, shown here: 



n 










Choose an action to perform: 



Export RSS Feeds to an OPML file 

Export to a file 

Import a VCARD file (.vcf) 

Import an iCalendar (.ics) or ^Calendar file (.vcs) 

Import Internet Mail Account Settings 
Import Internet Mail and Addresses 
Import RSS Feeds from an OPML file 
Import RSS Feeds from the Common Feed List 



Description 

Import data from other programs or files, including 
ACT! , Lotus Organizer, Outlook data files (.PST), 
database files, text files, and others. 



Three of the options shown here (one export, two import) are used with Outlook's collec- 
tion of RSS feeds. (For more details, see "Reading RSS Feeds in Outlook" on page 803.) Another 
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two options deal with the standard Contact and Calendar formats we discussed earlier in 
this chapter (see "Sharing Contact and Calendar Items via E-Mail" on page 782). 

The two options that begin with Import Internet Mail are more specialized and far less use- 
ful than they might appear at first glance. These import tools do not work with data files; 
the program from which you want to import data must be installed on the same PC that's 
running Outlook 2010. You can import account settings, messages, and address books from 
PCs on which you are currently using an ancient version of the third-party Eudora program, 
Outlook Express (Windows XP only), or Windows Mail (Windows Vista only). You cannot 
import settings from Windows Live Mail. 

That leaves the two generic options, Export To A File and Import From Another Program Or 
File, which we describe in more detail in the balance of this section. 

Select Export To A File and then click Next to show a list of available file types to use for 
your exported data, as shown here. 



Export to a File 




Create a file of type: 



Comma Separated Values (Windows) 
Microsoft Access 97-2003 
Microsoft Excel 97-2003 
Outlook Data File (.pst) 
Tab Separated Values (DOS) 
Tab Separat ed Values (Wi ndows) 



[ Next > Cancel 



Which file format should you choose? That depends on the destination and its import 
capabilities. Comma Separated Values (Windows) is usually the best choice when trans- 
ferring data to a program other than Outlook. The Outlook Data File (.pst) format is an 
interesting choice if you're exporting data to share with another Outlook user (or with a 
different Outlook profile on a different PC). We explain why this format is so useful in the 
example that follows. 

Click Next to move to the next step of the wizard, where you select the folder from which 
you plan to export data. The exact options available here depend on the output file type 
you previously selected. Because we're exporting to a .pst file, we have the option to export 
only a portion of the folder's contents by clicking the Filter button and filling in criteria 
using the Filter dialog box. Figure 23-10 shows the settings we used to export only Contact 
items where the Company field includes Coho. 
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Export Outlook Data File 



S3 




Select the folder to export from: 



s ij : Katy (Personal) 
O Inbox (28) 
(22 Drafts [1] 
-_j Sent Items 
9 Deleted Item* (1) 
13 Calendar 

8j Contacts 

Ji Journal 



Junk E-mail [6] 

I M^fa.: 



V Include subfolders 



Filter.. 



- Select a folder to export . 

■ . . . and then click 
here to filter items 



<£ 



Filter 



Contacts More Choices | Advanced 



Search for the word(s): Coho 

In; file a*; held only 



>! 



jS 



E-mail. . 



Time: none 



OK 



Cancel 



Clear All 



Figure 23-10 Use the check box beneath the folder list to include subfolders in your export. 
Click Filter to refine the list of what gets exported — by company name in this example. 
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INSIDE OUT 



How effective is Outlook's password protection? 

If you choose Outlook Data File (.pst) as the export file type, you're offered the option 
to create a password with which to protect the file. This option provides only a basic 
level of security, mostly intended to prevent a casual snoop from peeking at the 
contents of the file. A determined data thief would have no problem blowing past 
that password by using one of the many password-cracking tools available on the 
Internet. So add a password if you feel like it, but don't expect it to offer real protec- 
tion for sensitive data. If you can't remember the password for an Outlook data file, 
we recommend NirSoft's free PstPassword utility to help recover it. Details are at 
w7io. com/12305. 






j 
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Click Next, and then choose a location for the exported items. If the file name you specify 
already exists, the items you export are added to the file. 



Export Outlook Data File 




Save exported file as: 

ott\Docurnents\Outlook Files\backjup . pst Browse . . 
Options 

'J*) Replace duplicates with items exported 
Allow duplicate items to be created 
Do not export duplicate items 



To import saved data from a file into Outlook, you go through a similar process. Select 
Import From Another Program Or File and then click Next to display the list of supported 
file types shown here. Note that this list includes the same core file formats as the Export A 
File equivalent, as well as a few very old third-party contact management programs. 



Import a hie 




Select file type to import from: 



ACT! 3.x., 4.x., 2000 Contact Manager for Window: 

Comma Separated Values (DOS) 

Comma Separated Values (Windows) 

Lotus Organizer 4.x 

Lotus Organizer 5.x 

Microsoft Access 97-2003 

Microsoft Excel 97-2003 
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Click Next to browse for the file and choose how you want to handle duplicates. Then click 
Next to fine-tune your import. Figure 23-11 shows the contents of the Outlook data file we 
created earlier, which contains a filtered collection of Contact items. 
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Import Outlook Data File 




Select the folder to import from: 



i [g backup] 

© Deleted Items 
lH Contacts 



M Include subf olders 

(_) Import items into the current folder 
® Import items into the same folder in: 
Katy (Personal) 



S 



Figure 23-11 Importing information from a .pst file is a straightforward process. Pick the folder 
to import from, select a destination folder, and then click Finish. 

Had we chosen to import a comma-separated values file, we would have had to deal with 
one additional step: mapping the values in the original file to the fields in the destination 
folder. If the source data comes from Outlook, this mapping should be perfect. If the source 
data is from another program, you'll need to drag field names out of the From pane and 
drop them onto field names in the To pane to set up the correct mapping. 



INSIDE OUT 
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When in doubt, use a temporary folder for imports 

Importing large amounts of information incorrectly can make a complete mess of an 
Outlook folder. If you have even the slightest doubt about the import process, try 
importing your data to a temporary folder as an intermediate step. Start by creating 
a new, empty folder to contain the type of items you're importing (on the Folder tab, 
click New Folder). Then go through the import process, selecting your new, empty 
folder as the destination. After the import is complete, inspect the folder's contents 
carefully. If you're satisfied that things went well, you have two choices: you can drag 
the items out of the temporary folder and move them into their permanent destina- 
tion, or you can run the import operation again, and this time select the actual des- 
tination folder. In either case, when the import is complete, you can safely delete the 
temporary folder. 
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Archiving Outlook Data 



Without regular pruning, Outlook data files have a way of growing to gargantuan propor- 
tions. Keeping a data file lean improves performance and also makes it easier to perform 
backups and other maintenance tasks. 

Outlook 2010 provides a helpful assortment of tools you can use to clean up a single folder 
or an entire data file manually. For quick access to this toolkit, click File, select a mailbox 
from the list beneath the Account Information heading, and then click Cleanup Tools on 
the Info tab to display the menu shown in Figure 23-12. 
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Figure 23-12 To manage the size of your Outlook mailbox, start by selecting an account from 
the list at the top of this page, and then click Cleanup Tools. 



Note that if you're connected to an Exchange server and your server administrator has 
restricted the size of your mailbox, you'll see a bar beneath the Mailbox Cleanup heading 
(to the right of the Cleanup Tools button) that shows how much of your quota is in use and 
how much remains available. 
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Click Mailbox Cleanup to open the dialog box shown in Figure 23-13, which provides cen- 
tralized access to information about the contents of the currently selected mailbox as well 
as a variety of management tools. 
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Mailbox Cleanup 



You can use this tool to manage the size of your mailbox. 

You can find types of items to delete or move, empty the deleted 

items folder, or you can ha ransfer items to an archive 

file. 



■\ .; \.jc v 



Find items older than go @ days 
® Find items larger than 250 @ kilobytes 



Clicking AutoArchive will move old items to the 
archive file on this computer. You can find these 
items under Archive Folders in the folder list. 



f^\ Emptying the deleted items folder permanently 



Empty 






Delete all alternate versions of items in your 
mailbox. 



View Confli 



Figure 23-13 Use the options shown here to gather information about the contents of the cur- 
rent mailbox and manually archive or delete items. 

CAUTION 

If you configure your Outlook profile with multiple e-mail accounts, make sure you 
select the right account before opening the Mailbox Cleanup dialog box. The options 
shown here apply to that account only. If you use the AutoArchive option, you can 
move or permanently delete data in that file. When in doubt, double-check! 



The Mailbox Cleanup tools are divided into five groups, each with at least one button: 

• Mailbox size Click to open the Folder Size dialog box, which gives you a bird's- 
eye view of how much space each folder is occupying in the current data file. For 
Microsoft Exchange accounts, this dialog box includes a second tab (Server Data) that 
lets you see how much of your server quota is in use. 



• Find Choose either of the Find Items options and select settings to archive items 
based on their age or size. Then click Find to open the Advanced Find dialog box 
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with those settings entered on the Advanced tab, and click Find Now to run the 
search. 

• AutoArchive Clicking this button immediately begins moving and deleting items 
from the current account, based on your AutoArchive settings, which we describe in 
more detail later in this section. 

• Deleted Items folder Click View Deleted Items Size to see just how much space is 
being used by items you previously sent to the trash, or click Empty to immediately 
and permanently remove the contents of the Deleted Items folder. 

• Conflicts This section is available only with Microsoft Exchange accounts. (It's not 
available for other account types.) It shows the size of the Conflicts folder, which con- 
tains items that the server was unable to synchronize properly. To view the items in 
this folder, switch to Folder List view and look under the Sync Issues folder. 

Quick Cleanup Techniques 

Outlook's Delete command moves items to the Deleted Items folder rather than perma- 
nently erasing them. That configuration is a useful safety net, allowing you to easily recover 
items you delete by accident. However, it can also result in an overstuffed data file. To 
clear the contents of the Deleted Items folder immediately, select an account from the 
list at the top of the Info tab and then click Empty Deleted Items Folder on the Cleanup 
Tools menu. Note that you must perform this operation separately for each account. If you 
want Outlook to automatically perform this housekeeping task for all accounts, click File, 
Options, click the Advanced tab, and select Empty Deleted Items Folders When Exiting 
Outlook (this option is under the Outlook Start And Exit heading). 

The other major source of bloat in Outlook data files is messages that contain large attach- 
ments, such as movie files, PowerPoint presentations, and high-resolution images. Use the 
Find button in the Mailbox Cleanup dialog box in combination with the Find Items Larger 
Than nn Kilobytes option to manage this; to limit the results to messages larger than about 
2 MB in size, for example, use a setting of 2000. In the Advanced Find dialog box, you can 
choose to delete messages you no longer need and move others to an archive file. Be sure 
to empty the Deleted Items folder after performing this type of maintenance operation! 

Archiving Messages Manually 

An Outlook archive file is an Outlook data file (with a. pst extension) that is created specifi- 
cally to store items you want to move out of the file associated with an e-mail account. By 
default, when you use one of Outlook's archive options, it creates a file named Archive.pst 
and stores it in the Outlook Files subfolder of your Documents folder. (You can change the 
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name and location of this file when you create it.) When you perform an archive operation, 
Outlook opens the archive data file and displays it in the Navigation pane, where it gets its 
own Archives node. It remains open until you explicitly close it by right-clicking the Archives 
heading in the Navigation pane and clicking Close "Archives" on the shortcut menu. 

Is one archive file enough? If your e-mail load is light (or if you're scrupulous about delet- 
ing most messages), you can probably get by for years with a single archive file. In this con- 
figuration, you can keep messages in your main mailbox for a standard time — six months 
or a year — and then periodically move messages older than that to your archive file. If you 
receive a large volume of e-mail and need to archive messages for legal or business rea- 
sons, you might choose a different archive strategy, with separate data files for each year. 

Although Outlook includes options to automatically archive messages, you can perform 
these tasks manually as well. Just drag items or folders out of your main data file and drop 
them into the corresponding folders in your archive file. 

To archive a single folder, click Archive (the last option on the Cleanup Tools menu). Doing 
so opens this dialog box. 
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r^^\ 



Select a folder from the list, choose a date to use as the cutoff point, and select an archive 
file as the destination. If the file you choose doesn't exist, Outlook creates it; if the file exists, 
your archived items are added to that file's contents. 

This archiving option works with a single folder and all of its subfolders — you can't cherry- 
pick multiple folders or subfolders for archiving (although you can archive all folders in a 
single data file by clicking the top-level folder). Items from the selected folder go to the 
same location in the archive folder and are deleted from the original file. 
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For safety's sake, copy (don't move) important items 

You can't move system folders, such as the Inbox, and you shouldn't move folders 
that you intend to keep using. For example, you might have created a subfolder under 
your Inbox that contains all incoming orders, using a rule to move incoming orders to 
this folder. A month or two into the new year, you want to archive last year's orders. 
But your Orders folder already contains some e-mail from this year that shouldn't be 
moved. The alternative? Copy the Orders folder to your archive file, and check to be 
sure all the messages survived the trip. Then use Instant Search to clean up each copy. 
In the newly added folder in your archive data file, type Receivedrthis year in the 
search box to find all messages in that folder that are from the current year and don't 
yet belong in the archives. Delete them. In the Orders folder, do the same thing, except 
with Receivedilast year. 



When you click OK, the Archive dialog box closes, and you might be momentarily lulled 
into thinking that nothing's happening. Look closer, and you'll see that Outlook is busy 
doing your bidding. For starters, look just to the left of the zoom controls in the status 
bar, where a small message advises you of the progress of your archiving operations, with 
a bright red X you can click to cancel the archiving. In the Navigation pane, you'll see the 
Archives folder. Click to open that file, and you can see its contents change as items are 
moved from the original data file into their corresponding archive folders and subfolders. 



Automatic Archive Options 

If you prefer not to be bothered by manual maintenance tasks, you can have Outlook do 
the work of archiving old items for you automatically on a schedule you determine. Auto- 
Archive settings are fully customizable on a per-folder basis. You can use default settings for 
all folders or customize settings for each one individually. Select any folder in the Naviga- 
tion pane and then click AutoArchive Settings (in the Properties group on the Folder tab) to 
display the dialog box shown in Figure 23-14. 

Setting custom AutoArchive options is especially useful for folders containing messages 
that you don't need to archive, such as daily e-mail updates from a newspaper or sales 
pitches from online merchants. For those folders, consider setting the Permanently Delete 
Old Items option. 






Q. 
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© Do not archive items in this folder 

Tis in this folder using the default se 



Default Archive bettings... 
! Archive this folder using these settings: 



Clean out items older than 



KM 



o Move old items to default archive folder 
© Move old items to: 

C : \Users\Ed Eott\Documents\Outlook Files\ Browse . . 
Permanently delete old items 



Apply 



Figure 23-14 Use the bottom set of options in this dialog box to fine-tune what Outlook does 
with that folder's contents when you use the AutoArchive feature. 

CAUTION 

"Permanently Delete" means just that. If you set this option for a folder, its contents 
will be vaporized when you run AutoArchive. The only way to recover those deleted 
messages is from a backup copy of the Outlook data file. Use this option on folders 
that you know for certain contain only nonessential messages. 



n 









By default, AutoArchive options clean out items older than six months. If you want to be 
more or less aggressive than that with your archiving strategy, you can change this set- 
ting for all folders in one operation. Start by selecting Archive Items In This Folder Using 
The Default Settings, and then click the Default Archive Settings button to display the 
dialog box shown next. 
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[V] Run AutoArchive every IhJ[t-| days 
[7] Prompt before AutoArchive runs 
During AutoArchive: 

[V] Delete expired items (e-mail folders only) 
[7] Archive or delete old items 

[V] Show archive folder in folder list 
Default folder settings for archiving 



Clean out items older than p H Months T 

® Move old items to: 



C:\Users\Ed Bott\Documents\Outlook F Browse.. 



Permanently delete old items 
Apply these settings to all folders now 

To specify different archive settings for any folder right-click 
on the folder and choose Properties, then go to the 
AutoArchive tab. 



Note that all options here appear dimmed and are unavailable unless you select the Run 
AutoArchive Every nn Days check box. After you do that, you can change the settings 
under the During AutoArchive heading and then click Apply These Settings To All Fold- 
ers Now. When that operation is complete, you can leave the Run AutoArchive Every nn 
Days option selected (choosing a different interval if necessary), or clear it and click OK. To 
perform a manual AutoArchive operation using the current settings, click Archive on the 
Cleanup Tools menu, select Archive All Folders According To Their AutoArchive Settings, 
and click OK. 



Reading RSS Feeds in Outlook 



Outlook 2010 does more than just e-mail. It also allows you to subscribe to RSS feeds, 
which provide summaries or the full text of web pages. (Technically, RSS is short for Really 
Simple Syndication, but we've never heard anyone use that high-falutin' name in years. It's 
just RSS.) 

An RSS feed is an index file representing the contents of a website, typically updated every 
time a new page or post is added to that site. The feed file is written in XML and saved at 
a specific address. Your favorite news and shopping sites almost certainly have RSS feeds 
associated with them. You can follow someone on Twitter by using the RSS feed for their 
Twitter account. SharePoint and Windows Live SkyDrive folders have RSS feeds associated 
with them, so you can be notified almost immediately when a file is added in one of those 
locations. 






Q. 



U 



In Outlook, each feed you subscribe to gets its own subfolder under the RSS Feeds head- 
ing in the Navigation pane. Each item in the feed is treated as a separate message, which 
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you can flag, forward, and delete. You can't reply to an RSS feed item; they're not e-mail 
messages. 

The advantage of using Outlook to subscribe to RSS feeds is that it delivers the items to you 
in a familiar place, alongside your other Outlook data. You don't need to open a separate 
program or use a web browser. Items are fully searchable as well, which makes it a great 
way to keep a searchable index of posts from particularly interesting or useful websites. 

You can add a website directly to Outlook by copying the URL for its RSS feed. Right-click 
the RSS Feeds icon in the Navigation pane, click Add A New RSS Feed, and paste the copied 
URL into the New RSS Feed box. An even easier solution is to subscribe to the feed using 
Internet Explorer and then configure Outlook so it shares the Windows Common Feed List. 
From Internet Explorer, visit the page to which you want to subscribe and look for the RSS 
icon on the Command bar to take on an orange glow, indicating that the site has one or 
more RSS feeds. 



n 









) Home - Family 



& Ed Bott'sWindo... X 



a - 



- H 



Ed Bott's Windows Expertise 

You are viewing a feed that contains frequently updated content. 

When you subscribe to a feed, it is added to the Common Feed List. 
Updated information from the feed is automatically downloaded to 
your computer and can be viewed in Internet Explorer and other 
programs. Learn more about feeds. 

d^ Subscribe to this feed 



Be careful w 



Tuesday, June 15, 

URL shorteners 
Twitter. The nee 
services like bit, 
real URL to one 
http://www.zdnt 



adds-ads/2220 
page.) And ther 



ibe to this Feed 





Name: 
Create in: 



Subscribe to this Feed 

When you subscribe to a feed, it is automatically added 
to the Favorites Center and kept up to date. 



1 Feeds 



H New 



□ Add to Favorites Bar 
What is a Feed? ! 



Displ 



• All 

Sort 

▼Dat 
Tit 
Ai 

Filter 

Unc 



link could also be (and certainly is) translated into links from bit.ly and 
tinyurl.com and goo.gl and even ZDNefs official domain, zd.net. 



-Click this orange 
icon in Internet 
Explorer to open a 
site's RSS feed . . . 



. . . . and click here 
to subscribe to the 
RSS feed 
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Note 

For a technical overview of RSS in Windows, see the MSDN article "Introducing the 
Windows RSS platform" at w7io.com/12302. 



1 



To link the Common Feed List to Outlook, open the Advanced tab of the Outlook Options 
dialog box (File, Options). Under the RSS Feeds heading, select Synchronize RSS Feeds To 
The Common Feed List (CFL) In Windows. 

To see a list of all RSS feeds to which you're currently subscribed, click File, and on the Info 
Tab click Account Settings, Account Settings. Click the RSS Feeds tab to see a list like the 
one shown in Figure 23-15. 



Account Settings 



RSS Feeds 

You can add or remove an RSS Feed. You can select an RSS Feed and change its settings. 



E-mail Data Files RSS Feeds sharePoint Lists Internet Calendars Published Calendars Address Books 
S^New... ^Change... ^< Remove 



Feed Name 

Microsoft At Home 

Microsoft At Work 

msnbc.com: Top msnbc.com headlines 

Popular Government Questions from USA.gov 

USA.gov Updates: News and Features 



Last Updated On 



6/29/2010 6:00 AM 
6/29/2010 6:00 AM 
6/29/2010 2:02 PM 
6/29/2010 2:32 PM 
6/29/2010 2:32 PM 



Selected RSS Feed delivers new items to the following location: 



[ Change Folder 1 Kat * (Personal)\RSS Feeds\ Microsoft at Home 

(C:\Users\Ed Bott\Documents\OutlookFiles\katy@ example, corn, pst) 

Subscribed RSS Feeds are checked once during each download interval. This prevents your RSS Feed from possibly 
being suspended by an RSS publisher. 






Q. 
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Figure 23-15 Outlook starts with this default set of RSS feeds for your region of the world. 
Remove the ones you don't want to follow and then add your own. 
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TROUBLESHOOTING 

RSS feeds from the Common Feed List don't appear in Outlook 

We've seen this happen ourselves. One easy fix is to restart Outlook, which also 
refreshes the Common Feed List as part of its startup tasks. A less intrusive method is 
to click File, Open, Import. In the Import And Export Wizard, choose Import RSS Feeds 
From The Common Feed List and click Next. That opens a dialog box showing all avail- 
able items from the Common Feed List. Select the ones you want to add and finish the 
wizard. The missing feeds should now be present and accounted for. 



To tweak settings for an individual feed, click its entry in the RSS Feeds list, and then click 
Change. That opens the RSS Feed Options dialog box, shown here. 



n 









RSS Feed Options 



EIE 







Use the chok configure options for this RSS Feed. 



Feed Name: I Twitter / edbott 



Channel Name: Twitter / edbott 

Location : http : //twitter . com/statuses/user_timeline/ 1 2 1 99652 . rss 

Description: Twitter updates from Ed Bott / edbott. 
Delivery Location — 

Items from this RSS Feed will be delivered to the following location: 

Katy (Personal)\RSS Feeds\Twitter / edbott 

(C:\Users\Ed Bott\Documents\Outlook Files\katy@ example, corn, pst) 



Change Folder 



Downloads — 

O Automatically download enclosures for this RSS Feed 
O Download the full article as an .html attachment 

Update Limit — 

[7] Use the publisher update recommendation. Send/Receive groups do not update more frequently 
than the recommended limit to prevent your RSS Feed from being suspended by the content 
provider. 

Current provider limit: 40 minutes 



One useful option here is the Change Folder button, where you can choose which Outlook 
folder to use as the delivery location. This option allows you to consolidate multiple related 
feeds into a single folder so you can scan them all at once. The two options under the 
Downloads heading let you automatically download enclosures (such as podcast files) or 
the entire web page as a self-contained HTML page. 
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Share RSS feeds with other people 






When you view a folder containing RSS feed items, a new RSS group appears on the 
Home tab. Share This Feed is the most interesting command in this group. It opens a 
new e-mail message with the details of the RSS feed embedded in it, along with some 
descriptive text and a link to the feed URL. If another Outlook user shares an RSS feed 
with you, look for a link at the top of the message that allows you to add the feed to 
Outlook with one click. 



Using Outlook Social Connector and the People Pane 

At the bottom of every e-mail message and contact item is a resizable pane whose purpose 
is to display information about the person (or persons) associated with that item. The Peo- 
ple pane displays contact information about each person, including his or her picture, if it's 
available. In a series of tabs to the right of the picture are lists of e-mail messages, Calendar 
items, file attachments, and other Outlook items associated with that person. Each link is 
a live link to the item, so if you receive an e-mail message from Ed Bott, you can quickly 
scroll through all messages you've received from him previously and open any that look 
interesting. 



Ed Bott Author and tech journalist Ed Bott's Windows Expertise 
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Using a feature new in Outlook 2010, called the Outlook Social Connector, you can expand 
the range of information in the People pane so that it also includes status updates, com- 
ments, and messages from social networks. (This feature was still under development at 
the time we wrote this chapter, so you'll want to read the latest updates from Microsoft, 
available at w7io.com/12306.) The good news is that this is an Outlook add-on that can be 
upgraded without a lot of fuss. 

Connecting to a specific social network requires you to install a small helper program for 
that network. When you do, the network is added to the list of available networks, which 
you can access from the People pane for any contact. You can also click the View tab and 
then click People Pane, Account Settings. That opens the dialog box shown in Figure 23-16. 



n 









Social Network Accounts 

Connect Outlook to your online social networks by selecting the networks below and logging in. 
To connect to additional social networks click the "View social network providers available online" 
link. 

View social netw ; available online 



□ EFacebook 



m EjLinkedln 



User Name: katy@example.com 
Password: •••••••••••• 



[-71 Remember my password 



Linkedln contacts and activity feeds are saved in the following default account: 
Katy [Personal] 



□ E3 My Site 



□ ^Windows Live Messenger 



I bettings... J Privacy Statement 



Figure 23-16 Each social network you add to Outlook is available from this dialog box, where 
you enter your credentials so that Outlook can receive updates for that account. 
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Our Favorite Outlook Tweaks and Tips 

In this section, we include some of our favorite little tweaks for Outlook, ones that don't fit 
anywhere else but are too good and useful not to mention. 

Changing Default Formatting for New E-Mail Messages 

When you create, reply to, or forward an e-mail message, any text you enter uses the 
default font of 11-point Calibri. You can choose a different font and font size, change the 
font's color, and pick a style such as bold or italic. You can also choose different settings for 
messages you create and for replies and forwards. 

Click File, Options. On the Mail tab, click the Stationery And Fonts button to bring up the 
Signatures And Stationery dialog box, shown in Figure 23-17. 



Signatures and Stationery 



E-mail Signature Personal Stationery 



Theme or stationery for new HTML e-mail message 
Iheme... Rice Paper 



Font; Always use my fonts 



m 



New mail messages 



Sample Text 



Replying or forwarding messages 



Font.. 



Sample Text 



Mark my comments with: Samantha Smith 



I I Pick a new color when replying or forwarding 
Composing and reading plain text messages 



Sample Text 
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Figure 23-17 If you don't like Outlook's default typeface selections for outgoing HTML- 
formatted messages, you can change them here. 

If you click Theme, you can choose one of the Office-wide themes, which includes body 
and heading fonts as well as background images, colors, and horizontal rules (but not cus- 
tom bullet characters). If you prefer your own fonts, you can choose Always Use My Fonts 
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in the Theme Or Stationery For New HTML E-Mail Message section (or use no theme). If 
you don't use a theme, click the Font button beneath New Mail Messages and Replying Or 
Forwarding Messages to choose fonts, sizes, and colors for each of those settings. 



INSIDE OUT 




Choose the right font for your outgoing messages 

It's worth making an effort to choose fonts that your recipients can view. If you choose 
an obscure font, your outgoing messages will look just fine on your PC, but there's no 
telling what your recipients will see — their PCs will substitute another font when neces- 
sary that might or might not have the same visual appeal of your choice. 

The best solution is to use any of the fonts in Microsoft's ClearType Font Collection, the 
six font families designed for and included with Windows Vista and Windows 7. (For 
more details, see w7io.com/12303.) The list includes all weights of Constantia, Corbel, 
Calibri, Cambria, Candara, and Consolas. (We think Candara is especially attractive 
for e-mail.) If you encounter a friend or coworker who can't see these fonts correctly, 
they're probably using an old version of Windows and don't have a modern version 
of Office installed. Suggest that they install one of the free Office viewer programs for 
Office 2007 or later, all of which include these font families. 



n 









Attaching Pictures to Contact Records 

Attaching pictures to contact records is amusing and potentially even emotional (especially 
for friends and family), but it also has its practical uses. If you're meeting a coworker for the 
first time, you can send the other person an Outlook business card containing your picture. 
Any pictures you add to Outlook items can be synced to your phone, as well. Choose Pic- 
ture, Add Picture from the Options group on the Contact tab. If the Contact item already 
has a picture associated with it, you'll find Change Picture and Remove Picture options 
here. If you need to crop the picture, do so before adding it to Outlook, which doesn't use 
the picture editing tools available in other Office 2010 programs. 

Juggling Multiple Time Zones 

When you create or edit an appointment or a meeting, you have the option to specify 
a time zone for both the Start Time and End Time fields. This feature was introduced in 
Outlook 2007, and it solves a longstanding headache caused when you and Outlook travel 
across the country or around the world. 
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What's the problem? Consider this scenario. You're leaving Los Angeles on Friday and fly- 
ing to Sydney, Australia. Your flight leaves at 10:30 PM, and you arrive Down Under at 6:30 
AM on Sunday. You have a handful of meetings during the day on Tuesday. When you enter 
times, Outlook assumes that the time you specify is in the current time zone. So, when you 
change time zones on your portable PC, the times displayed in Outlook change as well. 
If you were in Los Angeles and entered details for an appointment on Tuesday at 10 AM, 
changing the time zone on your PC would change the starting time of that appointment — 
making you late by 18 hours. 

The solution is to click the Time Zones command on the Appointment or Meeting tab and 
then select the correct time zone for both the start time and end time. That allows your 
Sydney appointment to be displayed correctly when you change the time on your PC. 

Having multiple time zones in your Outlook calendar solves that problem but causes 
another one, as you have to continually guess about which time zone you're currently 
showing. To add a label to the time list on the left of the Calendar window, open the 
Outlook Options dialog box, click the Calendar tab, and enter descriptive text in the 
Label box. 



Outlook Options 



Mail 



Calendar 



Contacts 

Tasks 

Notes and Journal 

Mobile 

Language 

Advanced 

Customize Ribbon 

Quick Access Toolbar 

Add-Ins 

Trust Center 



m^ 



| Automatically switch from schedule view to 
vertical layout when the number of displayed 
calendars is fewer than or equal to: 



: 



calendarfolderfs) 



lime zone: (UTC-07:00) Mountain Time (US Si Canada) 



| Show a second time zone 
Label: 



Hong Kong| 



Ti m e zo n e : (UTC + 8 : 0) B e ij i n g,. C h o n g q i n g,. H o n g Ko n g, U ru m q i 



Swap Time Zones 



Scheduling assistant 



W\ Show calendar details in ScreenTip. 

W\ Show calendar details in the scheduling grid 



Resource scheduling 



A resource that you manage, such as a conference room, 
can automatically accept or decline meeting requests. 
You must grant users permission to view and edit the 
calendar of the resource. 



Resource Scheduling.. 
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You can also choose to show an additional time zone in the calendar. That's useful if you're 
traveling, and also if you work with people in different parts of the world. Seeing both time 
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zones allows you to tell at a glance whether you're trying to call a business in Moscow at 
midnight or Hong Kong at 3:00 AM, when no one's there to take the call. 
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Managing Auto-Complete Lists and Suggested Contacts 

If you've used Outlook for any length of time, you've probably seen its Auto-Complete fea- 
ture at work. When you click and start typing in an address field for a new e-mail message, 
a list of suggested names and e-mail addresses appears below the field. You can click to 
accept one of these Auto-Complete suggestions. 

Auto-Complete causes problems when you inadvertently select an incorrect address that 
was saved as a potential shortcut for you, or when a frequent correspondent changes 
e-mail addresses, making your saved Auto-Complete entry for his or her name incorrect. 

Fixing a single incorrect Auto-Complete entry is easy: start typing until you see the incor- 
rect entry and then click the X at the end of the list item. That deletes it immediately. 

In previous Outlook versions, the Auto-Complete list was saved in a file on your PC, with 
the file name extension .nk2. In Outlook 2010, these entries are now saved in your Outlook 
data file (or, for Microsoft Exchange Server accounts, in your mailbox on the server, which 
allows the same list to appear on any computer where you use Outlook with that account). 

To clear the Auto-Complete list and start over, open the Options dialog box (File, Options), 
click the Mail tab, and click Empty Auto-Complete List, under the Send Messages heading. 
To stop Outlook from suggesting names in this way, clear the Use Auto-Complete List To 
Suggest Names When Typing In The To, Cc, And Bcc Lines box in the same location. 
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The Auto-Complete list also draws names from the Suggested Contacts folder for an 
account This feature, new in Outlook 2010, adds a Contact item to this folder any time you 
respond to an e-mail message whose sender is not in an Outlook address book. You can 
drag a Contact item from the Suggested Contacts folder to your main Contacts folder and 
fill in extra details if you discover an important contact here. If your work requires lots of 
e-mail messages to strangers, this feature might be more confusing than helpful. In that 
case, you can disable this behavior by opening the Outlook Options dialog box, clicking the 
Contacts tab, and clearing the option under the Suggested Contacts heading. 

Repairing a Damaged Data File 

If you suspect that your Outlook data file is damaged — if your profile refuses to open or 
you notice some items are displaying incorrectly — you might be able to repair it by using 
the Inbox Repair Tool, Scanpst.exe. Close Outlook, and then open Windows Explorer and 
browse to the Program Files\Microsoft Office\Officel4 folder on your system drive (usu- 
ally C). If you're using a 64-bit Windows version and 32-bit Office, this folder is in Program 
Files (x86). 

Double-click Scanpst.exe to open the Microsoft Outlook Inbox Repair Tool and browse for 
the file you want to diagnose. The scan operation takes a few minutes. If it finds errors, it 
displays them here and offers the option to repair the file. 



jy Microsoft Outlook Inbox RepairTool 

The following file has been scanned: 

C:\Users\Carl\AppData\Local\Microsof!:\Oiji:look\CarlSi:a)swclocs 
- carls® windowsTinsideoutl.microsoftonline. com. ost 

Errors were found in this file. To repair these errors, click Repair. 

Folders found in this file: 84 
Items found in this file: 5781 



v* Hake backup of scanned file bef oi e repairing; 
Enter name of backup file: 
| C : \Users\Carl\AppData\Local\Microsof t\Outlo 



J 



J 
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The Make Backup Of Scanned File Before Repairing option is selected by default. If you 
know you have a good backup of the file, you can safely clear this check box and save a 
few seconds. But if you're not sure, take advantage of the opportunity to make a backup 
here. The repair operation can be destructive. 
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Security, Sharing, and Collaboration 



How Office 2010 Protects You 818 Simultaneous Editing with Multiple Authors 832 

Working Together with Office 2010 826 

Among the signature features of Office 2010 are the capabilities it provides to help 
you work together with others on documents or projects. Traditionally, coauthoring 
has been a sequential process: you make edits to a document and send it via e-mail 
to the next person, who then does the same. That process — with some improvements — is 
still the most common way to share documents. The goal remains the same as always: to 
create a final document that incorporates the work (or at least the approval) of several 
people. 

A centrally managed SharePoint 2010 environment enables storage and workflow scenarios 
for groups of knowledge workers, and we touch on some of those settings in this chapter 
and in Chapter 26, "Working with SharePoint 2010." For example, you and your coworkers 
or friends can simultaneously edit a document that's stored in a shared location, such as a 
SharePoint library. SharePoint isn't for everyone, however, and Office 2010 has other shar- 
ing and collaboration options that don't rely on SharePoint. 

The ability to share documents doesn't come without risk, however. The minute you start 
passing data around over a network and accepting documents from others, you expose 
your computer to potential malware. If the person who shares a document with you isn't 
careful about computer security, you could pay the price for that person's carelessness. 
Even riskier are documents from unknown sources; perhaps that amusing article mak- 
ing the rounds via e-mail includes a virus that isn't funny at all. Fortunately, Office 2010 
includes several built-in protections against these risks, and we begin this chapter with a 
discussion of the security features in Office 2010. 
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How Office 2010 Protects You 

In the wild and woolly past, Word documents (and, to a lesser extent, documents from 
other Office programs that include a macro language) were sometimes used by malicious 
hackers to spread viruses and other malware. This came about largely because of the macro 
capabilities of Word and users' naivete about the potential dangers. Macros are a form of 
programming used for document automation that allow a document to perform actions 
similar to executable programs; most users didn't realize that documents had macro capa- 
bilities, let alone a macro's power. 

With earlier versions of Office, the mere act of opening a document could trigger a macro 
to run. The Melissa virus, which spread quickly in 1999, worked this way. An unsuspecting 
user would open an infected Word document that was received as an e-mail attachment. A 
macro would run that would send a message with the infected document to contacts in the 
user's address book. 

Other risks arose from the use of ActiveX controls (another type of program) embedded in 
documents. 

Although Office documents still support the use of macros and ActiveX controls (topics 
beyond the scope of this book), features in newer versions of Office greatly mitigate the 
risks associated with them. Office settings are secure by default, meaning that you must 
take positive steps to enable macros, ActiveX, or other technologies that have the potential 
of doing harm — as well as working to your benefit. 

By default, Office prompts you and requests your permission whenever a document uses 
macros or ActiveX controls. In addition, Protected View — a feature- restricted read-only 
mode — prevents documents of unknown provenance from doing any harm. 

Office has other, less apparent, protections in place as well. For example, Data Execution 
Prevention disables add-ins that work in ways that can lead to a crash or might be a sign of 
a program trying to do some harm. 

What You Can and Can't Do in Protected View 

The most visible sign of Office security is Protected View. You can view a document open in 
Protected View, but as you click the various tabs on the ribbon, you'll see that most editing 
functions are disabled. Printing is also disabled. Office displays several prominent indica- 
tions to let you know that Protected View is in effect, as shown in Figure 24-1. 
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Figure 24-1 Office lets you know about Protected View with text appended to the file name in 
the window caption, disabled tools on the ribbon, and, most prominently, a yellow or red mes- 
sage bar below the ribbon. 

A document opens in Protected View for any of several reasons, including: 

• The file originated from an Internet location. Because the Internet is the source of 
most viruses and other malware, Office invokes Protected View whenever you open a 
document directly from an Internet location or when you open a document that was 
downloaded from the Internet. 

• The file was received as an e-mail attachment and the sender has not been identified 
as safe. 



• The file is stored in an unsafe location, such as the Temporary Internet Files folder. 

• The file is blocked by File Block, a feature that causes documents from older versions 
of Office (by default, documents from Word 95 and earlier and from Excel 4 and ear- 
lier) to open in Protected View. The code used to open and save these outdated file 
types has security vulnerabilities. 

• The file is corrupt. Office validates each file when it opens it; files that fail validation 
open in Protected View. 

In Protected View, all the tools for viewing, searching, reviewing, and navigating within a docu- 
ment are available. However, you cannot edit, print, or save a document in Protected View. 

If you trust the source of the document and are confident that it's safe, you can exit 
Protected View, thereby enabling the full panoply of Office tools and features. To exit Pro- 
tected View when a yellow message bar appears, simply click Enable Editing in the message 
bar. Alternatively, click the File tab and click Enable Editing on the Info tab, shown in Fig- 
ure 24-2. (You can also exit Protected View from the Save or Print tabs in Backstage view.) 
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Figure 24-2 You can open the Protected View tab in Trust Center by clicking Protected View 
Settings. 

If the Protected View message bar is red — which indicates a more severe risk — you must go 
to Backstage view to exit Protected View. 

For information about modifying Protected View and File Block settings, see "Fine-Tuning 
Security Settings" on page 823. 
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Working Safely with File Attachments 

E-mail has long been a vector for many viruses and other malware because malicious hack- 
ers realized that it's an efficient way to distribute infected files to unsuspecting users. And in 
the early anything-goes days, Outlook did little to prevent the spread of malicious files. 

The biggest risk with e-mail is file attachments because an attached file can be just about 
anything, including a malicious program. Another risk comes from HTML-formatted mes- 
sages that contain damaging scripts. In the past, simply viewing one of these messages — 
even in the Reading pane — could cause the script to run and do its dirty deed. 

Outlook 2010 mitigates the risks in several ways. 

• Junk mail filters automatically remove many problem messages from your Inbox. (In 
addition, spam and virus filters on your mail server and an antivirus program on your 
computer remove most other dangerous messages or attachments. These compo- 
nents are not part of Office.) 

• Outlook prevents you from opening attachments of the types commonly used as 
malware. Attached executable files, including .exe, .com, .bat, and .vbs files, are 
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blocked altogether. When you open other attachment types, including .doc, .xls, and 
.ppt, Outlook displays a warning message, giving you a chance to consider whether 
you trust the source or to first save the file so you can scan it for viruses. 

• Viewing messages in the Reading pane is safe because in Outlook 2010, scripts don't 
run and attachments don't open in the Reading pane. 



INSIDE OUT 



Send blocked attachments 



Outlook prevents you from attaching potentially dangerous files to messages you send. 
This sometimes annoying feature serves two purposes: It prevents malware from sur- 
reptitiously using Outlook to send dangerous attachments without your knowledge, 
and it also forces you to pause and think about what you're sending. (In all likelihood, 
the recipient won't be able to access an executable file even if Outlook allows you to 
send it. The e-mail system at the receiving end would block it anyway.) 

If you must send an executable file, several workarounds are possible. The easiest is to 
put the blocked file into a ZIP archive and then attach the resulting .zip file. Outlook 
and most other e-mail programs do not block ZIP archives. Another alternative to con- 
sider: upload the file to a shared server. Windows Live SkyDrive works well for this pur- 
pose, and numerous other services are also available, usually at no charge. 



Inspecting and Removing Personal and Confidential 
Information 



Another threat to your security comes from hackers who pore through your document 
files to glean bits of information about you. Although the information that Office stores 
in a document is generally pretty innocuous — items such as your name, the amount of 
time spent editing a document, and so on — you might not want it revealed, perhaps for 
competitive reasons. Hackers who know their way inside a document file might find other 
interesting tidbits. 

Word, Excel, and PowerPoint have a feature that examines a document to find and (option- 
ally) delete any personal information stored in the file. To use it, click the File menu to open 
Backstage view. On the Info tab, click Check For Issues, Inspect Document. Figure 24-3 
shows the Document Inspector dialog box for PowerPoint. 
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To check the document for the selected content, click Inspect. 



| Comments and Annotations 

Inspects the document for comments and ink annotations. 



| Document Properties and Personal Information 

Inspects for hidden metadata or personal information saved with the document. 

| Custom XML Data 

Inspects for custom XML data stored with this document. 



| Invisible On-Slide Content 

Inspects the presentation for objects that are not visible because they have been formatted as 
invisible. This does not include objects that are covered by other objects. 



O Off-Slide Content 

Inspects the presentation for objects that are not visible because they are outside the slide area. 
This does not include objects with animation effects. 



p7l Presentation Notes 

Inspects the presentation for information in the presenter's notes. 



Inspect 



n 









Figure 24-3 The document inspector feature in Word and Excel looks for comparable items. 

For more information about options under Check For Issues in Word, see "Checking a Docu- 
ment" on page 294. 



IN^IUL \J\J I Protect documents from unwanted access or copying 

Office also includes tools for protecting your documents from snooping and for ensur- 
ing that your document has not been altered. With Word, Excel, and PowerPoint, you 
can encrypt a document so that it can be opened only by someone who knows the 
password, and you can configure permissions (enforced by an Information Rights Man- 
agement server) so that only people you authorize can view or edit a document. You 
can also apply a digital signature that people can use to verify who created the docu- 
ment and confirm that it hasn't been changed since the signature was applied. 

For more information about these options, see "Protecting a Document" on page 296. 
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Fine-Tuning Security Settings 

As with so many activities in computing (and in life generally), there's a tradeoff between 
security and convenience. You could lock down your computer and Office so that they're 
perfectly safe — but you wouldn't be able to share usable documents or get anything done. 
On the other hand, you could throw caution to the wind; you wouldn't be slowed down 
by extra clicks to clear warning messages, so you could work quickly and efficiently — until 
the first malware strikes. The trick, of course, is to find the proper balance between security 
(annoyance and inefficiency) and convenience (danger). 

We find that the default settings for Office straddle the line nicely, but if you want to make 
adjustments to the security settings, you need to visit the Trust Center. To get there, click 
File, Options. Click the Trust Center tab, and then click Trust Center Settings. 

Tabs in the Trust Center dialog box, shown in Figure 24-4, provide access to settings for 
managing various security risks. 
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Figure 24-4 You can go directly to this tab (without going through Options) by clicking the Pro- 
tected View Settings link shown in Figure 24-2. 
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If you must work with files from old versions of Office, take a look at the File Block Settings 
tab, shown in Figure 24-5. Each file type that does not have a check mark can be opened 
and saved normally. A check box in the Open column causes the file to open according to 
the setting at the bottom of the dialog box (in Protected View by default). A check box in 
the Save column prevents you from saving the file in its original format; you must save it 
as another supported file type. (For information about supported file types, see "Which File 
Formats Does Office 2010 Support?" on page 76.) 



Trust Center 



Trusted Publishers 
Trusted Locations 
Trusted Documents 
Add-ins 

ActiveX Settings 
Macro Settings 
Protected View 
Message Ear 
External Content 



File Block Settings 






File Block Settings 



For each file type, you can select the Open and Save check boxes. By selecting Open, Excel blocks 
this file type, or opens it in Protected View. By selecting Save, Excel prevents saving in this file type. 
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Figure 24-5 Opening and saving some old file types uses code that has security vulnerabilities 
that a hacker could exploit; File Block limits or prevents access to these files. 
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Managing Add-lns 

An add-in is a supplemental program, often created by a developer other than 
Microsoft, that plugs into Office to add features or capabilities. The Trust Center has 
an Add-lns tab, which is where you can place restrictions on which types of add-ins 
can run. However, this isn't the place to manage individual add-ins. 

To do that, click File, Options, and then click Add-lns. As shown here, Office displays a 
list of installed add-ins (many of which are provided with Office), including those that 
are installed but not currently active. 
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To remove or disable an installed add-in, in the Manage box select COM Add-lns and 
click Go to display the COM Add-lns dialog box, shown in Figure 24-6. 
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Figure 24-6 Clear a check box to unload an active add-in. 
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INSIDE OUT 



Use an add-in to learn about Office 




One of the add-ins listed in Figure 24-6 is Ribbon Hero, which is a program that makes 
a game out of learning how to use Office. It's especially instructive for users migrating 
from Office 2003 or other earlier versions that don't have a ribbon interface, but it's 
helpful for anyone who wants to learn how to use various features in Office. With Rib- 
bon Hero, which was created as a project of Microsoft Office Labs, you can gain experi- 
ence with add-ins as well as learn about Office features. Download Ribbon Hero from 
w7io.com/12402. 



Working Together with Office 2010 



Working on a document, worksheet, presentation, or notebook of substantial size or sig- 
nificance is seldom a solo effort Each Office program includes features for collaborating 
with other authors and editors to create a final product. Although the overarching purpose 
of these features is the same in each program, the implementation varies a bit among the 
programs. This variation can be attributed partly to the different nature of the document 
types and partly to historical differences between programs with separate origins. 

In the early days of computing, one person might create a document and pass it to another, 
who then made edits and corrections. However, there was no way to know who did what. 
Hence, the common collaborative tool of the day was marking up a printout rather than 
making edits directly in the file. Collaboration features in Office let many people work on 
the final product, while still keeping track of each person's contributions. 

In the following pages, we discuss methods for collaborating asynchronously — that is, in a 
sequential fashion in which one person works on a document and then passes it to the next 
person to make changes. Then, in the next section, "Simultaneous Editing with Multiple 
Authors," we explain new features in Office 2010 for real-time coauthoring. 
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INSIDE OUT 






Be sure your user name is correct 

Many Office collaboration features rely on the user name and initials to identify the 
person making a change to a document. For the benefit of your coauthors, be sure that 
Office has your proper information. (It's often incorrect on a computer that you inherit 
from someone else or a computer that you purchase with Office preinstalled.) In any 
Office program, click File, Options. On the General tab, check the entries in the User 
Name and Initials boxes. 
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Inserting Comments for Review 



A comment added to a document provides a way to offer an explanatory note or a sug- 
gestion, or to pose a question to the author. The process for adding a comment is the same 
in Word, Excel, and PowerPoint: Select the item you want to comment on, click the Review 
tab, and in the Comments group click New Comment Figure 24-7 shows a comment that 
has been added to an Excel worksheet. 
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Figure 24-7 In Excel, a small red triangle in the upper right corner of a cell indicates that a com- 
ment is attached. Point to the cell to display the comment. 

In PowerPoint, a small colored box with the commenter's initials indicates the presence of a 
comment; point to the box to view the comment. In Word, comments appear in the margin 
when you use Print Layout view; unlike in Excel and PowerPoint, in Word, you don't need to 
point at an indicator to display a comment. 

For details about inserting, reviewing, and printing comments in Word, see "Using Review 
Comments in a Document" on page 279. For information about comments in PowerPoint, see 
"Using Comments" on page 661. 



Tracking Changes to Documents 

Comments replace the functionality of sticky notes applied to document printouts. Like 
applying a sticky note, adding a comment to a document file can provide some useful 
guidance, but it doesn't actually get the document any closer to completion. To do that, 
contributors must make their edits and corrections in the document. 

This is an area in which each Office program works quite differently. 
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In Word, the process begins when you click Track Changes in the Tracking group on the 
Review tab. With change tracking enabled, every addition or deletion is recorded in the 
document. By default, each addition is shown in a distinctive color and underlined, and 
each deletion is shown in color and with a strikethrough line. Each item that's moved is also 
clearly identified. A different color for each contributor helps you to see at a glance who 
made each change. (A heavily edited document can be hard to follow. Fortunately, you can 
suppress all the markup so that only the latest version shows.) 

As shown in Figure 24-8, ScreenTips, marginal notes, and the Reviewing pane provide addi- 
tional details about each edit, allowing you to retrace the entire editing history. Tools on 
the Review tab make quick work of reviewing and then accepting or rejecting each change. 
Among the Office programs, Word offers the best tools for tracking changes. 
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Figure 24-8 When you point to an edit, Word displays a ScreenTip that shows who made the 
change and when. 

For complete details about change tracking in Word, see "Tracking and Highlighting Changes 
Made to a Document" on page 285. 

In Excel, the process of tracking changes begins in the same way: on the Review tab, click 
Track Changes, Highlight Changes. This step opens the Highlight Changes dialog box, as 
shown in Figure 24-9. 
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Figure 24-9 In Excel, you choose which changes (determined by when they're made, who makes 
them, and in which part of the worksheet they appear) are tracked. 

Enabling change tracking in Excel also shares the workbook, which allows multiple users 
to work on it simultaneously. (For others to work on it, the workbook must be stored in a 
shared network location, and permissions must be set appropriately. For more information 
about workbook sharing, see "Sharing Documents on a Network" on page 832.) Even if you're 
tracking only your own changes, workbook sharing must be enabled to record changes. 

CAUTION 

Excel does not track certain types of changes, such as formatting changes, worksheet 
additions and deletions, and hiding or unhiding rows or columns. (Of course, changes 
that don't meet the criteria you set in the Highlight Changes dialog box are not tracked 
either.) Therefore, change tracking is not an adequate alternative to the Undo com- 
mand, nor is it a substitute for a backup. If you need to see an original, unaltered 
version of your workbook, be sure to save a backup copy before you begin making 
changes. 

Note also that Excel doesn't keep change history forever; by default, it discards records 
of changes after 30 days to keep the change log from becoming too large. To adjust 
this default lifespan, on the Review tab click Share Workbook, click the Advanced tab, 
and enter a value under Track Changes. 



With change tracking enabled, each time a change is made that meets the criteria set in the 
Highlight Changes dialog box, Excel identifies the changed cell with a thin border and a tri- 
angle in the upper left corner. Point to the cell to see details of the change, as shown next. 
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If you select List Changes On A New Sheet in the Highlight Changes dialog box, Excel adds 
a worksheet called History to the workbook. (Although you can make this selection before 
or after you begin tracking changes, the History sheet is updated only when you save the 
workbook.) The History sheet keeps a record of each change, including the date and time 
of the change, who made it, and exactly what changed. 



TROUBLESHOOTING 

The History worksheet disappears 

As noted, the History worksheet is updated only when you save. But in a perverse irony, 
Excel hides the History sheet when you save. To make it reappear, click Track Changes, 
Highlight Changes, select List Changes On A New Sheet, and then click OK. 



To review the changes made to a workbook, on the Review tab click Track Changes, Accept/ 
Reject Changes. Excel asks which changes you'd like to review, as shown in Figure 24-10. 
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Select Changes to Accept or Reject 
Which changes 

|V| When: 

O Who : Everyone 

□ Where: X 



t IEH3 



Figure 24-10 In the When box, Not Yet Reviewed refers to changes that have been neither 
accepted nor rejected. 
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After you make your selections in the dialog box shown in Figure 24-10 and click OK, Excel 
then displays each matching change. 



Accept or Reject Changes 

Change 1 of 3 made to this document: 



Samantha Smith, 7/11/2010 4:40 PM: 
Changed cell C2 from ' $309.03 ' to ' $122.90 ', 






Reject 



Accept All 



Reject All 



CAUTION 

When you turn off change tracking by clearing the first check box in the Highlight 
Changes dialog box, Excel accepts all unreviewed changes and then discards the entire 
change history. If you want to keep a record of the changes, copy the History sheet to 
another workbook or print it before you turn off change tracking. 



PowerPoint doesn't have a feature for tracking changes within a single presentation file. 
However, you can use its compare feature to note the differences between two versions of 
a presentation file. For more information, see the following section. 

Comparing Versions 

Adding comments and tracking changes allow team members to make changes to a 
document in a way that works toward the goal of producing a final version and provides 
accountability. For a variety of reasons, however, it's sometimes impossible for contributors 
to work on the same document. 

In these situations, your best option is to take the copy of the file that another contributor 
has been working on and compare it with your own copy. This process, while not as smooth 
as those described in the preceding and following sections, provides a form of after-the- 
fact version control. 



In Word, you access the Compare Documents feature using tools in the Compare group on 
the Review tab. For details, see "Reviewing Tracked Changes" on page 287. 

The comparable feature in PowerPoint is also found in the Compare group on the Review 
tab — although the implementation of the feature is quite different from the one in Word. 
For details, see "Merging and Comparing Presentations" on page 663. 
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Simultaneous Editing with Multiple Authors 



Up to this point, we've talked about the techniques for collaborating on documents the tra- 
ditional way — sharing them via e-mail or opening them from a shared network folder. That 
process is asynchronous, with each collaborator making his or her changes and then rout- 
ing the document to the next person on the list. 

But what if your deadline is more urgent and you can't afford the luxury of waiting for each 
member of the team to finish his or her contribution before the next person begins? For 
those scenarios, you can use a handful of Office 2010 features that allow two or more peo- 
ple to work on the same document at the same time. The level of support for this type of 
editing varies by program, and in this section we cover the different techniques required by 
each of the three main Office programs. (We do not discuss Outlook, which is not designed 
for collaboration, and OneNote's unique data file structure allows anyone to work on any 
notebook from any location at any time.) 

For more on how OneNote supports collaboration, see "Sharing and Synchronizing Note- 
books" on page 561. 

Sharing Documents on a Network 

All of the main Office programs have well-established procedures for preventing conflicts 
when two people try to open a document from a shared network folder at the same time. 
This process is complicated significantly by the introduction of Office Web Apps. 



Note 

At the time we wrote this chapter (summer 2010), Microsoft had announced its inten- 
tion to enable simultaneous editing capabilities for Word and PowerPoint documents 
shared on Windows Live SkyDrive, but that capability was not yet enabled. As a result, 
our coverage of this feature is incomplete. For the most recent information on this 
topic, see our online update at w7io.com/12401. 



n 









We start with Excel, which offers the richest set of simultaneous editing features in the 
Office family. Consider this scenario: a coworker opens a workbook in Excel (the full pro- 
gram, not the Excel Web App) from a shared network folder. If you try to open the same 
workbook, you see this error: 



File in Use 



Budget 201 1 .xlsx is locked for editing 
by 'Ed Bott\ 



D 



Read Only 
Notify 



Open 'Read-Only' or to open read-only and receive notification 

when the document is no longer in use. 
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If you only want to peek at the file without changing its contents, click the Read Only but- 
ton to open a local copy. Although you can make changes to this file, you cannot save 
those changes using the original file name and location. 

If you're willing to wait, click Notify. When the person who is currently editing the work- 
book saves his changes and closes that Excel window, you see the following notification: 



File Now Available 



'Budget 201 1 .xlsx' is now available for editing. 
Choose Read- Write to open it for editing. 



l_x_S 



Click Read-Write to replace your read-only copy with the most recently saved changes and 
begin editing the workbook. If you made any changes to the read-only copy, you have to 
save those changes in a separate file or discard them before opening the network file. 



File Changed 

You have made changes to 'Budget 201 1 .xlsx'. 

Another user has also made changes. What would you like to do? 

Click Discard to discard your changes and edit the latest version. 

Click Save as to save your changes to a different file and open the latest 

version. 



Discard 



Save as 



Cancel 



For shared network files, Word and PowerPoint offer a similar sequence of permission dia- 
log boxes, although the exact wording varies. For a Word document, you can choose the 
option to receive a notification when the locked document is available for editing. For a 
PowerPoint presentation, your only option is to open a read-only copy. The bottom line for 
all three programs is simple: the first person who opens a document, workbook, or presen- 
tation from a shared network location in the full Office program has complete control over 
that file. Others who want to work on that file have to wait their turn. 



For Excel (but not for Word or PowerPoint), the first person who opens a workbook from 
a network folder can explicitly enable that workbook for sharing. On the Review tab, click 
Share Workbook (in the Changes group). That opens the Share Workbook dialog box, 
where you can click Allow Changes By More Than One User At The Same Time. With this 
option enabled, you and your coworkers can open the shared workbook and make changes 
at the same time. The Share Workbook dialog box shows who is currently editing the work- 
book, as shown in Figure 24-11. 
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Share Workbook 
Editing | Advanced | 



j] Allow changes by more than one user at the same time. This 
also allows workbook merging. 



Who has th . open now : 




Figure 24-11 Select the check box at the top of this dialog box to allow more than one person 
to edit a workbook at the same time. 

With this option enabled, the title bar changes to include the word Shared (in brackets). By 
default, any changes made by other people appear in your workbook when you save it. (To 
change this option so that Excel automatically incorporates revisions made by other people, 
click the Advanced tab in the Share Workbook dialog box and specify how often you want 
Excel to check for changes, under the Update Changes heading.) 



TROUBLESHOOTING 

You are unable to share a workbook 

The most common cause of this error is that your workbook includes a range that 
has been formatted as an Excel table. Excel cannot share a workbook that has data 
arranged in this fashion. To resolve the error and enable sharing, convert the table to 
a range by clicking anywhere in the table and then clicking Convert To Range (in the 
Tools group on the Table Tools Design tab). 



n 









If you and your coworkers have divided responsibilities so that you're each working on dif- 
ferent areas within the workbook, your saved changes will merge smoothly. If you inadver- 
tently try to edit the same cell on the same worksheet, Excel will warn the person who tries 
to save the conflicting change and offer to resolve the conflicts, as shown next. 
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Your changes on sheet 'Marketing Dept': 


BEraEM ™ 3ffl ™ E ™ El ^^^^ / 


Accept Mine 


Conflicting changes by Ed Bott - 7/8/2010 7:21 AM: 






Accept Other 






Accept All Mine Accept All Others 


Cancel 







Sharing Documents from a SharePoint Site 

If you and your colleagues have access to a Windows server running SharePoint 2010, your 
collaboration options are greatly enhanced. The most significant change with Word and 
PowerPoint is that multiple people can open the same file at the same time, without error 
messages and with no requirement to explicitly enable sharing. Ironically, you cannot open 
an Excel workbook from a SharePoint site, even after you click the Share Workbook button. 
You must open that workbook from a traditional network share. 

When you first open a document or presentation that other people are currently editing, 
you see a balloon notification in the status bar for that program. The balloon goes away 
after a few seconds, but the status bar maintains a count of how many people have the cur- 
rent document open. Click that indicator to see a list of names, as shown here. 











Authors editing this document 

j, } OHIO\samantha smith 

15 

OHIO\ed bott 




Slide Sorter 


"Office Theme" 


£2 | qS 1 





Any changes you make are initially saved locally in the Office document cache. When you 
save your changes, Word and PowerPoint send XML messages containing information 
about those changes to the SharePoint server, which then notifies the other users who have 
that file open. 

For more on how Word handles shared documents, see "Working Together with Other 
Authors" on page 291. For details about collaborating on PowerPoint presentations, see 
"Working Collaboratively on a Presentation" on page 661. For an overview of SharePoint 
collaboration, see "How SharePoint and Office Work Together" on page 864. 






Q_ 
05 



U 




CHAPTER 25 



Using Office in a Web Browser 



What Can You Do with Office on the Web? 838 What You Can and Can't Do with Office Web Apps . . . 853 

Storing and Using Office Documents on 

Windows Live SkyDrive 842 

Opening and saving documents used to be simple. You selected a local hard disk (or 
a shared network drive) as the destination, and you used folders to keep things 
organized. If you wanted to take a file to another location, you used removable 
storage, such as a USB flash drive or a writable CD. And if you forgot to bring the file with 
you, well, you were out of luck. 

Today, thanks to the practically omnipresent Internet, you have options that don't tie you 
down to a physical location. You can save any file online (in the "cloud," as it's generically 
known) using a variety of free and paid services. With most cloud-based services, you can 
designate those files as private, share them with specific people or groups, or make them 
available to the public. You can retrieve your saved files from anywhere — as long as you 
have an Internet connection and access to a web browser. 

Simultaneous with the release of Office 2010, Microsoft has introduced some significant 
upgrades to its cloud-computing infrastructure specifically designed to help Office users be 
more productive. The most useful is Microsoft's free Windows Live SkyDrive service, which 
lets you upload Office documents (and other files as well) into virtual folders. You (or any- 
one to whom you grant permission) can view and edit those files directly in a web browser 
by using Office Web Apps. The same features are available if you have access to a properly 
configured Windows server running SharePoint 2010 and the Office Web Apps add-in. 

Connecting to the cloud in this way makes it possible to collaborate with friends, cowork- 
ers, and classmates. It also guarantees that you'll have access to important documents, 
even if you're using a borrowed computer that doesn't have Office installed. In this chapter, 
we discuss how to use SkyDrive and other cloud-based features with Office 2010; we also 
explain the limitations of Office Web Apps. 
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What Can You Do with Office on the Web? 

n 

With previous editions of Office, you could share a document with friends or colleagues, 
but they needed their own copy of Office to edit the contents of the file, and even viewing 
a document required installing software. Microsoft's new cloud-based services make that 
extra layer of software unnecessary. Word documents, Excel workbooks, PowerPoint presen- 
tations, and OneNote notebooks can all be viewed and edited directly in a browser window, 
with no additional software required. In fact, if you store your documents in locations that 
support Office Web Apps, you can grant access to those documents to anyone you choose, 
and they in turn can view and edit those documents in their browser window using Office 
Web Apps. 

Most remarkably, Office Web Apps work with a variety of browsers and operating systems, 
even those not made by Microsoft. The official list of supported browsers at the time we 
wrote this includes the following: 

• Internet Explorer 7 and later on Windows 

• Safari 4 and later on Mac OS X 

• Firefox 3.5 and later on Windows, Mac OS X, and Linux 

Microsoft describes Office Web Apps collectively as "online companions" to the corre- 
sponding programs that are part of the Office family, and that's an accurate description. 
Even though you can accomplish some impressive tasks with Office Web Apps, they have 
nowhere near the power or flexibility of the full programs. 

Figure 25-1 shows a Word document open in Internet Explorer using the Microsoft Word 
Web App running on Windows Live SkyDrive. The font formatting, graphics, and layout are 
indistinguishable from the same document opened in the full Word 2010 program. 



INSIDE OUT 



Make the browser go away 

In Word, PowerPoint, and OneNote, you might not notice the unobtrusive button just 
above the document window on the far right. But click the Pop-Out button, and the 
current document pops out into its own window, with the viewing and editing menus 
from the web app but minus toolbars, tabs, and other pieces of the browser itself. The 
advantage of this separate window is that you get more space to view or edit the docu- 
ment. The disadvantage is that you lose some of the useful navigation features of the 
browser. 
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Figure 25-1 In Office Web Apps, even complex formatting like the border on this photo displays 
correctly when viewed in a browser. 

In this "viewer" mode of Word-as-a-web-app, the page's appearance is virtually identical 
to the document as it was created in the full-strength Word program. The display fidelity 
is very high: You can see page borders, paragraph breaks, and accurate font formatting. 
Even complex layout elements like the tilted border and shadow around the accompany- 
ing photo appear where the document author placed them. Anyone who uses a browser 
to open this document can read it with full fidelity. The other Office Web Apps offer similar 
fidelity in rendering worksheets, presentations, and OneNote pages. 

For more on how to lay out graphics in Office documents, see Chapter 6, "Working with 
Graphics and Pictures." 

Although the document looks identical in both places, the web app itself has some sig- 
nificant differences from the corresponding full program. For starters, you'll notice the 
Address bar, which contains a URL pointing to the file location. You can see the status bar 
at the bottom, which lets you know whether you're running in Protected Mode in Internet 
Explorer. 

When you use an Office Web App as a viewer, the menu bar is stripped to its essentials. 
Figure 25-2 shows the Excel Web App in action on a SharePoint site, with its abbreviated 
File menu (note that there's no Info pane, as there is in the full program) and a mere four 
buttons. 
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Figure 25-2 In viewer mode, your choices are limited, especially in comparison to the corre- 
sponding full program. 

In this mode, you can save a copy, refresh the data, or reload the workbook to incorporate 
recent changes. But if you want to actually change the contents of the document, you need 
to open it in editing mode. For each of the four programs available as a web app, you have 
a choice of two editing options: 

• Open In <Program> Loads the current document in the full Office program 
associated with the document type, where < Program > is Word, Excel, PowerPoint, 
or OneNote. Use this option when you want access to the full editing capabilities of 
the program. You'll see an error message if you click this button on a computer that 
doesn't have a compatible version of the corresponding Office program installed, or 
if you use a web browser that doesn't directly support opening documents. 

• Edit In Browser Opens the document in Editing view within the browser. Your 
editing options are greatly limited compared to the full program, as even a cursory 
inspection of the stripped-down ribbon will confirm. 

Figure 25-3, for example, shows a workbook that has been opened for editing in the 
Excel Web App. What you see on the Home tab represents just about everything 
you can do with a worksheet using the web app (the Insert tab contains only two 
commands). 
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Figure 25-3 The set of features available in the Excel Web App represents only a small percent- 
age of those available in the full program. 

As we noted earlier, Microsoft describes Office Web Apps as "online companions to 
Microsoft Word, Excel, PowerPoint, and OneNote, enabling people to access and do light 
editing or sharing of Office documents from virtually anywhere." To use Office Web Apps, 
you need to store your document in a compatible shared location: 

• The Windows Live SkyDrive service {w7io.com/12701) is free for anyone with a 
Windows Live ID. It offers 25 GB of storage, with a maximum per-file size of 50 MB. 
We explain how to use and customize SkyDrive more fully in the next section. 

• Microsoft SharePoint Foundation 2010 and Microsoft SharePoint Server 2010 
{w7io.com/12702) run on the Windows Server platform. On corporate networks, 
Office Web Apps can be installed as part of SharePoint and made available to 
customers who are licensed for Office 2010 through a volume licensing program. 
Microsoft has also announced that SharePoint 2010 and Office Web Apps will be 
available as hosted solutions from a variety of third-party suppliers, making them 
available to small businesses and individuals. 



LO 



Q_ 
05 



U 



For a more detailed discussion of how SharePoint and Office work together, see Chapter 26, 
"Working with SharePoint 2010." 
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Storing and Using Office Documents on Windows 
Live Sky Drive 






Microsoft launched its SkyDrive service, which is part of the Windows Live family, in 2007. 
Today it's available worldwide, offering 25 GB of online storage to anyone with a free Win- 
dows Live ID. You can store any file on SkyDrive, but our focus in this chapter is on docu- 
ments saved in one of the four Office 2010 formats that work with Office Web Apps. 

One challenge we face in documenting a web-based service like SkyDrive is that the service 
can change at any time. By adding or changing bits on its web servers, Microsoft can make 
new features available, increase the amount of available storage, change the user interface, 
or even rename the service (that already happened once, in 2007, when Microsoft changed 
the name of the service from Windows Live Folders to Windows Live SkyDrive). We fully 
expect that the SkyDrive user interface will change significantly over time, so in this section 
we've avoided detailed descriptions and step-by-step procedures in favor of more global 
instructions. 

To begin using SkyDrive with Office, sign in at live.com with your Windows Live ID and click 
Office (to the right of the Windows Live logo at the top of the page). That takes you directly 
to an Office-specific view of your SkyDrive contents, with recent documents highlighted at 
the top of the contents pane and specific folders in the bar on the left. Figure 25-4 shows 
one such SkyDrive account, with three custom folders in addition to the default selection. 

Creating New Folders 

SkyDrive categorizes your online files based on the three available folder types — Docu- 
ments, Favorites, and Photos — which in turn can contain folders and subfolders. The Docu- 
ments category is most relevant for Office users. When you sign in to SkyDrive for the first 
time, you'll find a private My Documents folder there, along with a Public folder where you 
can make files available to everyone. 

That's a fine start, but if you plan to use Office Web Apps, especially with other people, you 
should create some custom folders to help keep things organized. You'll find a New menu 
near the top of every SkyDrive page, with Folder available as the last option. This menu is 
available in custom SkyDrive folders you create, allowing you to create subfolders within a 
folder. 

The biggest advantage of creating folders and subfolders is that it gives you the ability to 
apply custom permissions to each one, and part of the process of creating a new folder 
involves assigning permissions to it. You'll find more details on this subject in "Setting Per- 
missions" on page 844. 
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Figure 25-4 This page provides an Office-centric view of what's in your SkyDrive storage. To see 
its full contents, click SkyDrive below the Recent Documents list, or point to the Windows Live 
logo and click SkyDrive on the menu. 

Uploading One or More Files 

The Office Web Apps included with SkyDrive contain only a subset of the features of the full 
Office programs. If you have Office 2010 installed on your PC, you'll find it much faster and 
easier to create files using those full programs. Then, when you've completed your draft, 
you can upload the file to a SkyDrive folder. If you want to make a group of documents (or 
an entire subfolder) available on SkyDrive, you can install an uploader control that allows 
you to drag files from Windows Explorer to an Internet Explorer window for uploading. 



TROUBLESHOOTING 

The option to upload multiple files isn't available 

The multiple-file uploader option for SkyDrive is available only with Internet Explorer. 
If you're using another browser, your upload options are limited to the standard upload 
page, where you can select files one at a time and upload them in batches of five or 
fewer. To speed things up, use Internet Explorer to perform the upload task, and then 
return to your SkyDrive folder using your default browser. 
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Creating a New File 

Although SkyDrive works best as a way to view documents created in the corresponding 
full Office programs and make minor changes to them, you can navigate to a SkyDrive 
folder and create a new document in that folder using any of the four supported Office 
2010 formats. In the design we looked at, the New menu is available in any SkyDrive folder, 
below the folder name and the breadcrumb-style navigation bar, as shown here. On the 
main Office page (but not in folders or subfolders), you can create a document by clicking 
one of the four icons under the Create A New Online Document heading. 
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When you choose one of these options, you must enter a file name and then click Save. 
Your new file opens immediately in the associated Office Web App for editing. Word 
requires you to click a button on the File menu to save changes; this step is not necessary 
with the other three Office Web Apps, which save changes automatically as you work. 



Setting Permissions 

SkyDrive allows you to set custom permissions for each folder located in the top level of 
your SkyDrive collection. These settings apply to all files and subfolders within that folder. 
You cannot change permissions for a subfolder; it inherits the permissions assigned to its 
parent folder. 

When you create a new top-level folder, part of the setup process involves assigning default 
permissions. After you enter a folder name, you can see its default permissions at the bot- 
tom of the new, empty folder. Click Share, Edit Permissions and choose one of the five 
options on the Who Can Access This slider, as shown next. 
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Who can access this 

i— Everyone (public) 
C I* My friends and their friends Can view files 



Friends (2) Can view files 



Some friends (1) Can add, edit details, and delete files T | 

Just me 

Sharing this with Friends, My friends and their friends, or Everyone (public) may also publish 
updates to some connected services you have set up. 

Add specific people 

Enter a name or an e-mail address: Select from your contact list 

katybott@live.com| 



Save Cancel 



The options shown here apply permissions as follows: 

• Everyone (Public) Use this setting to make the contents of the folder available 
to anyone who has the URL for the SkyDrive folder. If you assign permissions to this 
group, the Can View Files setting is selected automatically and cannot be changed. 
As a result, visitors can read but not edit files in this folder unless they are part of 
another group to which you assign editing permissions. 

• My Friends And Their Friends This option allows anyone who is connected to a 
friend of yours (via Windows Live or another social service) to view files in this folder. 
The Can View Files permission cannot be changed. 

• Friends This option includes every member of your Windows Live contacts list and, 
possibly, other connected services. The default permission is Can View Files (read- 
only). You can change this setting to allow anyone on your friends list to add, edit 
details, or delete files. 

• Some Friends Choose this option if you have used the Limited Access option for 
one or more individuals among your Windows Live contacts and you want to block 
access to those individuals. 
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• Just Me Using this default setting, the folder is not shared. You and you alone have 
complete access to view and edit files in this folder and any subfolders contained 
within it. 



If you want to assign permissions to individual people or groups of people (categories), you 
can add their names or e-mail addresses in the Add Additional People box at the bottom of 
the page. 

After you create a folder, you can adjust the permissions assigned to it at any time by open- 
ing that folder, clicking Share, and clicking Edit Permissions. 

To remove all permissions and stop sharing a SkyDrive folder (in other words, to return it 
to the default Just Me setting), click Clear These Settings at the top of the Edit Permissions 
page. 

To see your full collection of SkyDrive files — Office documents, favorites, and photos — click 
the SkyDrive link or visit skydrive.livexom and sign in with your Windows Live ID. The full 
SkyDrive view, shown in Figure 25-5, adds small overlays to the folder icons to indicate pri- 
vate, public, and shared folders. 
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11 Samantha's SkyDrive 

IL-^JJ Samantha ► SkyDrive 

New t Add files View synced folders Options ▼ 



Documents 
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Homework LittleMachine My Public Recipes Smith Family 

Shop Documents 



Favorites 



Favorites Shared 

favorites 



Photos 



Figure 25-5 From your SkyDrive page, you can see permissions for each folder at a glance. Icons 
here indicate that the Recipes folder is private and the Smith Family folder is shared. 
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Sharing Files and Folders with Other People 




[ To ] Carl Siechert * ©Family* judy| 



Include yd 



Judy Bott <Private address> 



I've just added a new PowerPoint presentation with lots of photos of our Ant 
I plan to deliver next week at the meeting. Let me know if I missed anything! 



||y| Require recipients to sign in with Windows Live ID 

Anyone who receives this link in e-mail can view the files. 



Send | [ Cancel j 



Continue adding the names of individuals and groups until the list is complete. You have 
the option to enter a personalized message before you click Send. 

To send a link that is accessible to anyone, regardless of whether they've logged on with a 
Windows Live ID, clear the Require Recipients To Sign In With Windows Live ID box. To copy 
a link to a specific file so that you can paste it into an e-mail or instant message window, 
first be sure that you've granted permission to the person to whom you're sending the link. 
Next, open the SkyDrive folder, click More, Properties, and copy the full link from the Web 
Address box on the right side of the window, as shown next. (You might see an advertise- 
ment between the file name and its properties.) 
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Setting permissions properly allows you to grant other people access to a shared SkyDrive 
folder. But that's only half the job. The other, crucial step is helping your invited guests find 
the shared files so that they can view, comment on, and (if permitted) change those files. 

u 
If another person on your Windows Live contacts list has shared one or more SkyDrive fold- 
ers with you, you can browse the contents of those shared folders by clicking Office at the 
top of your Windows Live home page. Click any of the View All links on the left side of the 
page to see a full list, sorted by contact name, of all shared folders to which you have been 
granted permission, either as an individual or as a member of a group. 

There's an easier option to ensure that friends and coworkers have quick access to files 
you've chosen to share with them. From SkyDrive, you can send a link to a shared folder or 
to an individual file that is not stored in a folder (in other words, if it's in the root of your 
SkyDrive). Click Share, and then click Send A Link. You can enter an e-mail address, select 
any existing category from your contacts list, or begin typing the name of a person from 
your contacts list to choose their name from a list, as shown next. 



848 Chapter 25 Using Office in a Web Browser 



n 



a) 







3 of 6 



Information 

Added by: Sarnantha Smith 

Shared with: You and others 

Type: Microsoft OneNote Notebook 

Size: 53.4 KB 

Date added: 7/6/2010 5:18 PM 

Date modified: 7/14/2010 3:02 AM 

Web address: https://cid-64e6d78599b8a439. office 



Managing Files and Folders in SkyDrive 

At the time we wrote this chapter, Microsoft had not announced any way to access the con- 
tents of your Windows Live SkyDrive storage from Windows Explorer or from a Windows 
common dialog box. We expect that missing piece to appear someday, perhaps even by 
the time you read this. In the meantime (and even afterward) you can open your SkyDrive 
folder in any supported web browser and move, copy, rename, and delete files to your 
heart's content. 

CAUTION 

SkyDrive has no Recycle Bin. When you delete a folder, it disappears immediately and 
permanently, along with its contents. If you're trying to delete a file, make sure you 
select the file first and don't accidentally delete a folder. 



Clicking the Properties option on the More menu opens a page with a single large folder 
icon, the folder name, and a place where you can add a description of the folder. On the 
right side, under the Information heading, is a box like the one shown here in Figure 25-6. 



Information 

Shared with: 
Keep until: 
Type: 

Web address: 



People with a link 
Deleted 
Documents 
2.1MB 



https://cid-fea7e5b2229991d8. office- 



Figure 25-6 Use the top three links to change permissions, expiration date, or folder type, 
respectively, in a SkyDrive folder. 
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The Shared With field tells you who the folder is shared with. The Type field lists which 
of three folder types is assigned to the folder. The Information box also lists the cumula- 
tive size of all files in this folder and provides an easy-to-copy link to the folder's full web 
address. 



INSIDE OUT 



Decoding and managing SkyDrive URLs 

The web address associated with a SkyDrive folder is long and complex — too complex 
to memorize, in fact. The key to your account is a unique identifier consisting of the 
letters cid followed by a hyphen and 16 alphanumeric characters. That unique ID string 
is followed by the skydrive.live.com or office.live.com domain. The SkyDrive URL for the 
test account used in this chapter is http://cid-64e6d78599b8a439.office.live.com. What 
you see when you open that address in your web browser depends on your Windows 
Live ID. If you're not logged on to Windows Live at all, you see only the default Public 
folder and any additional folders that have been created with public permissions. If you 
are logged on to Windows Live and you're the owner of the account, you see all fold- 
ers and have full access to their contents and settings. If you're viewing someone else's 
SkyDrive and are logged on to Windows Live, you see the Public folders and any addi- 
tional folders to which you've been granted permission. 

The portion of the address that follows the domain name opens specific views of Sky- 
Drive folders and files. The summary.aspx page for your account, for example, shows 
folders you've accessed recently, a history of other SkyDrive accounts you've accessed, 
and recent activity from other people in your network. The home.aspx page (available 
by clicking All Folders in the sidebar on the left), shows all available folders in your 
account and allows you to create new folders and add files. URLs for folders and files 
use syntax based on the folder or file name. A document you open in Editing view from 
a SkyDrive folder will contain an embedded link to officeapps.live.com. (You can see this 
link if you view the source code for the page or if you click the Pop-Out button to open 
the document in a new window.) 

Because all these locations are defined by standard web addresses, you can save any 
SkyDrive location as a favorite in Internet Explorer (or as a bookmark in other brows- 
ers). That includes your SkyDrive summary and home pages, as well as the locations of 
your Public folder and even individual files. If you plan to use the Public folder regu- 
larly, consider using a free URL-shortening service such as tinyurl.com to create an alias 
that's easier to remember than the long and daunting formal address. 
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TROUBLESHOOTING 

A custom folder is assigned to the wrong folder type 

When you create a new folder, SkyDrive assigns a folder type automatically based on 
the type of files you add to the folder initially If you create one or more custom folders 
and plan for each to contain a mix of documents and photos, you might need to over- 
ride this automatic setting. To do so, open the folder, click More, and then click Proper- 
ties. Under the Information box on the right side of the page, you'll see a value to the 
right of Type. Click that value to open a settings page where you can choose a different 
folder type: Documents instead of Photos, for example. Click Save to apply the change. 



Saving Files to SkyDrive from Office Programs 

When you create a new Office document, you can save it directly to a Windows Live Sky- 
Drive folder. The secret is to avoid the Save command and instead click File, Save & Send. 
Then click Save To Web, sign in if necessary using your Windows Live ID, and browse 
through your SkyDrive folders. (In OneNote, this option is available by clicking Web on 
the New tab, but only when you first create a notebook). Figure 25-7 shows our SkyDrive 
account as viewed through Word. 
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Figure 25-7 This page in Backstage view is the only built-in way to access your SkyDrive folders 
from an Office program. 
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Click a SkyDrive folder, then click Save As to open a conventional Windows Save As dia- 
log box where you can enter a file name. If you want to add a new folder, click New; that 
opens the Create A Folder page in your web browser. You can also click the Windows Live 
SkyDrive link to view your SkyDrive account in your default web browser and perform man- 
agement tasks such as renaming a folder or changing permissions. Come back to this page 
and click Refresh to see your changes and pick a folder. 

Officially, there's no way to open a file from a Windows Live SkyDrive folder in an Office 
program. But if you've already used Backstage view to save a file to a SkyDrive folder, you 
inadvertently created a secret shortcut. In Backstage view, click Recent and look at the 
Recent Places list. You should see shortcuts to recently used SkyDrive folders there. Click the 
pushpin icon to the right of any such folder to pin it to the top of the list, where you can 
browse and open files from a Windows Open dialog box. 

Synchronizing Office Files with SkyDrive 

When you open a file in one of the full Office 2010 programs from a SkyDrive folder (using 
the Open In <Program> menu option), you can make changes to that file if the folder per- 
missions allow you full access. You can't save the file directly, however. Instead, Office 2010 
uses its own Upload Manager to synchronize your local changes with the file on the remote 
server. (If the document type supports simultaneous editing by multiple users, this synchro- 
nization process also merges their changes into your local copy.) This comes in especially 
handy if you open a file from SkyDrive on your notebook and then lose the connection 
to the network. While offline, you can continue to work on the file, and your changes are 
cached locally when you save. An Upload Pending message in the status bar indicates that 
your changes have not been saved to SkyDrive yet. 

Files you open from a SkyDrive folder are not automatically available for editing. For details 
on how to enable editing, see "What You Can and Can't Do in Protected View" on page 818. 

If you click File and open the Info tab, you'll see a message like the one shown next, alert- 
ing you that the server is unavailable. 
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You can use the Resolve button to discard your changes or open the Microsoft Office 
Upload Center, shown in Figure 25-8. The Actions menu allows you to visit the associated 
server to troubleshoot, save a local copy of the file, and discard a cached copy. 



Microsoft Office Upload Center 



Upload Center 

Manage Microsoft Office file uploads to web servers 
^Actions T ^2] Upload All DO Pause Uploads # Settings 



.Office 
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Figure 25-8 Files that have been changed but not synchronized with SkyDrive appear here. Use 
the Actions menu to save a local copy and cancel the upload. 

The Upload Center works with SharePoint servers as well, as we discuss in "How SharePoint 
and Office Work Together" on page 864. 
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What You Can and Can't Do with Office Web Apps 

At the beginning of this chapter, we described the basic workings of Office Web Apps. In 
this section, we take a closer look at the features available in the Editing view for each of 
the four available programs. Our list of supported and unsupported features is not compre- 
hensive, but it does give a good picture of what you can expect from each web app. 



LO 



Q_ 
05 



U 



INSIDE OUT 



Use Silverlight to improve the performance of Office apps 

Silverlight is a free plug-in designed to improve the experience of using rich applica- 
tions and media in a web browser. It is currently available for Internet Explorer, Safari, 
and Mozilla Firefox. When you use an Office Web App in a browser that does not have 
the Silverlight plug-in installed, you might be prompted to install it. Should you do so? 
If you're using the Word or PowerPoint Web App, the answer is absolutely yes. With 
those two programs, you'll see pages load faster and animations appear smoother. 
Silverlight provides improved text fidelity and more accurate searches in the Word Web 
App, and allows slides in your PowerPoint presentation to scale with the browser. The 
plug-in has no effect on Excel or OneNote. For more information about Silverlight, see 
w7io. com/12703. 



When you open a Word document, a PowerPoint presentation, or a OneNote notebook or 
section using the associated Office Web App, your file opens by default in Reading view. 
Click Edit In Browser to switch to Editing view. In each of these three programs, you'll find 
a View tab that allows you to switch back to Reading view. When you open an Excel work- 
book for editing in the browser, you'll notice that the View tab is missing. To switch back to 
Reading view, click the browser's Refresh button. 



CAUTION 

Each of the Office Web Apps offers a subset of the features available in the correspond- 
ing full program. In theory, any of the features and formatting in a document that are 
not supported in a web app are preserved when you edit and save a document using 
the less capable browser-based version. In practice, you might find that seemingly 
minor changes made using the Word or PowerPoint Web App can affect formatting 
in unexpected ways. If you intend to do anything more than the simplest edits using 
a web app, we recommend that you make a backup copy first and check each set of 
changes carefully in the viewer portion of the web app. 
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Word 

When you use the Word Web App, your editing options are adequate for simple docu- 
ments. Using commands on the Home tab, you can tinker with text formatting, including 
fonts and font sizes, text highlighting using a virtual marker in yellow or any of 14 other 
colors, and paragraph alignment. You can apply styles from a list of standard styles as well 
as those that you add to the current document using the full Word program. You can also 
see most pictures, although any special effects or custom layout options do not render cor- 
rectly in Word's Editing view. 



The Word Web App doesn't offer advanced formatting options, and if a document origi- 
nally created in the full Word program contains certain types of formatting, you are likely 
to encounter pages that don't render properly. Figure 25-9 illustrates a document where 
some formatting is missing in Editing view, with bracketed placeholders marking their posi- 
tion on the page. 
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[p irt ur=] The Smith ^^1 Holiday Letter 201 

[Drawing] 

This is our fifth Christmas in Santa Fe, and it feels like home. We really love this time of year, 
especially when there's enough snow to make it feel like the season. We did the traditional 
faj^jjjc) walk up Canyon Road on a bone-chilling cold Christmas Eve. 
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Figure 25-9 The bracketed placeholders indicate formatting that was added in the full Word 
program but can't be changed in the Word Web App. 



You'll quickly hit a brick wall if you try to do any sophisticated formatting. You can't add a 
manual page break, paragraph break, or section break, for example. You can't attach a tem- 
plate to a document, nor can you create new styles or change existing styles. If your docu- 
ment includes a header or footer, you will see it in Reading view but not in Editing view. 
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If you look carefully at the previous figure, you'll notice that a picture is selected and a Pic- 
ture Tools tab is visible on the ribbon. It's remarkably short of editing and effects options, 
especially when compared to the range of tools you get with the full Word program. You'll 
find similarly limited capabilities for tables: you can create simple grids and format the text 
within cells, but you can't apply table styles. 

Excel 

In Editing view, Excel follows the same keep-it-simple philosophy as Word. The Home 
tab contains most basic formatting options to help you change fonts, font sizes, and text 
attributes. You can adjust the alignment of cells and ranges and insert or delete cells, 
rows, and columns. Moving the mouse pointer over a cell reveals its full contents in a 
ScreenTip. When viewing a list, you can sort and filter using controls like the one shown in 
Figure 25-10. 
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Figure 25-10 When editing a table in the Excel Web App, you can sort and filter using this drop- 
down menu. 



So what's missing when you edit a workbook in your browser? Most advanced formatting, 
for starters, including table styles, conditional formatting, and styles. You can choose from a 
list of 10 predefined formats (in addition to the General format) to apply to a cell but can- 
not create or modify custom formats. 
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If your workbook contains PivotTables, you can view their contents as simple lists using the 
last saved arrangement of data. The Excel Web App has no tools for modifying or filtering 
a PivotTable, although you can refresh the connection to an external data source to update 
the current display. 

Charts are visible in Editing view but appear as simple graphic elements. The Excel Web 
App includes no tools for creating, formatting, or editing charts. 

The File menu for the Excel Web App contains a menu option to save a local copy of the 
workbook, but it also includes a Download A Snapshot menu choice. This option saves a 
local copy of the file that contains only the values and formatting from the original work- 
book. It replaces formulas with their results, converts PivotTables to static lists, and breaks 
the links between chart data and the ranges that contain the original source data. The 
snapshot is in Excel format, so it opens in your local copy of Excel. 

PowerPoint 

Unlike Word and Excel, the PowerPoint Web App includes three views. In Reading view, 
you'll see a Start Slide Show button on the PowerPoint Web App menu; in Editing view, this 
option exists on the View tab, as shown here. 
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In Reading and Slide Show views, with Silverlight installed, the presentation automatically 
resizes to fit the browser window. You can show or hide the Notes pane in Reading view, 
and animations work as expected, using the timings and settings you define in the full 
PowerPoint program. Slide transitions, on the other hand, are stripped to a generic fade 
effect regardless of the defined transition. 

In Editing view, you can perform most basic presentation tasks. You can add and delete 
slides, hide a slide, or change the order of existing slides by dragging thumbnails in the 
pane on the left. All layouts in the current presentation, including custom layouts added 
from a template, are available for your use. 
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You can add pictures and SmartArt to a slide in the PowerPoint Web App, but you can't add 
charts, videos, clip art, or tables. After you choose a picture to insert into a slide, the Pic- 
ture Tools Format tab appears, offering a full range of effects in the Picture Styles group, as 
shown in Figure 25-11. 
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Figure 25-11 When adding or editing a picture in the PowerPoint Web App, you can choose 
from the full range of effects, 

The picture itself is fixed in size, adapting its dimensions to the placeholder. To crop the 
image, change its borders, or add effects, you need to open the presentation in PowerPoint. 
If you use the full PowerPoint program to apply custom attributes (reflections and shadows, 
for example) to pictures or text, those effects are preserved if you change the picture or 
edit the text in the PowerPoint Web App. 

Advanced design tools, such as those used to apply a custom theme, transitions, or anima- 
tions, are not available in the PowerPoint Web App. 
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OneNote 

OneNote differs substantially from its fellow Office programs, so it should not be surprising 
that the OneNote Web App also differs in some significant ways from its fellow web apps. 
You can switch between Reading view and Editing view in the OneNote Web App just as 
you can in Word and PowerPoint. But OneNote's Editing view offers a handful of tricks you 
won't find in those other programs, especially when you use the right mouse button. 
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In Editing view, you can directly enter text and insert pictures into pages. You can delete 
pages and delete or rename sections from the Navigation bar on the left using right-click 
shortcut menus. You can add pages by clicking the New Page icon on the right of each sec- 
tion heading. Unlike the full program, where sections and pages appear in separate panes, 
their contents are combined in the browser view. You can collapse and expand the list of 
pages under any section by clicking the section heading. 

The list of basic styles and tags is available from menus on the Home tab, and you can add 
tags to any paragraph or picture, as shown in Figure 25-12. 
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Figure 25-12 Tags available in the OneNote Web App lack some attributes such as the yellow 
highlighting applied to paragraphs with the To Do tag. 

If you've customized the list of OneNote tags, you might find it frustrating that your 
changes are not available to the browser-based version of OneNote. The list includes only 
standard tags. It does not allow you to add custom tags, even if they have already been 
used in the current notebook. 



The OneNote Web App lacks the explicit links to Outlook found in the full program. It also 
lacks drawing tools and the ability to record audio or video clips. In short, it's an excellent 
way to review your existing notes and to allow you and your collaborators to jot down text 
or insert graphics when you're away from your main PC. But it's no substitute for the full 
program. 
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Microsoft officially describes SharePoint as an "integrated suite of server capabili- 
ties that can help improve organizational effectiveness by providing comprehen- 
sive content management and enterprise search, accelerating shared business 
processes, and facilitating information-sharing across boundaries for better business 
insight." 

That's quite a mouthful. In simpler terms, having access to a SharePoint server means you 
and your coworkers can collaborate on projects, share document libraries, participate in 
threaded discussions, build lists and group calendars, and even publish a blog. You can 
do all this in a web browser, using Office programs (and Office Web Apps) to create, edit, 
share, and manage content along the way. And you don't need to be in a big business, 
either (although it helps). 

The greatest strength of SharePoint is that anyone with the right permissions can build a 
new site or customize an existing one with no more than a few clicks. The sheer variety of 
sites and elements that you can create is impressive. With relatively little work (and a not- 
too-steep learning curve), you can build a custom SharePoint site around a document, a 
project, or a team and then use it for a week or a year (or more). And you're not limited to 
the ready-made templates, either — a large and active developer community specializes in 
building add-ons and custom SharePoint sites. 

We'll leave it to others to write a book — maybe even a whole series — that explains how to 
set up SharePoint and use it to its full potential. In this chapter, our focus is on the strong 
connections between the 2010 versions of SharePoint and Office and how you can combine 
the strengths of each platform to get more work done. We assume that SharePoint 2010 is 
already installed, configured, and available on your network. We also assume that you're 
using Office 2010. If your network includes older versions of SharePoint or Office, your 
experience will be very different from what we describe here. 
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What's in a SharePoint Site or Workspace? 



When someone on your team sends you a link to a new SharePoint site, what are you likely 
to see when you visit? In this section we look at the building blocks of SharePoint itself, as 
viewed through a browser window. Our examples are simple, and they're mostly based on 
templates and Web Parts available through a default SharePoint Foundation installation. In 
an enterprise that has made a large investment in SharePoint development, you can expect 
to see much richer and more interactive designs. 
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SharePoint isn't just for big businesses 

In earlier generations, SharePoint was mostly adopted by large enterprises that had 
the IT staff to set up and maintain SharePoint servers. Today, thanks to fast, always- 
on Internet connections, you can let someone else do all that setup and mainte- 
nance. SharePoint Online is available as a hosted service from Microsoft Online 
(w7io.com/12801), by itself or as part of the Business Productivity Online Suite (with 
Microsoft Exchange Online, Microsoft Office Live Meeting, and Microsoft Office Com- 
munications Online). These services are available for as few as five users, at prices 
that we believe most businesses will find very reasonable. Third parties also provide 
SharePoint as a hosted service — enter the term "hosted Sharepoint" into your favorite 
search engine and you'll find dozens of leads to follow. 

If you have a server running Windows Server 2008 or later, you can install the free 
SharePoint Foundation release (formerly known as Windows SharePoint Services) and 
begin building SharePoint sites on your own local network. You'll find detailed instruc- 
tions at w7io.com/12802. 

During the course of writing and researching this book, we used an earlier version of 
SharePoint on Microsoft Online, running SharePoint 2010 on our own on-premises 
servers. The difference was startling. If you're currently using Office 2010 with an older 
version of SharePoint, we recommend signing up for a trial account with a hosted ser- 
vice provider so that you can see what you're missing. 



Figure 26-1 shows a SharePoint site we built for LittleMachineShop.com. The home page 
includes a custom logo, lists of announcements and shared documents, and a sidebar with 
links to other site elements, such as a group calendar and a tasks list. 
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Figure 26-1 This SharePoint site layout has a ribbon, a tab bar to switch between sites, a Quick 
Launch pane on the left, and content under a company logo. It took just a few minutes to build. 

SharePoint Users, Groups, and Permissions 

The name of the currently logged-on user appears in the upper right corner of the site 
window. Permissions that an administrator assigns to your account, either individually or by 
adding you to a group, dictate what you can do on that site. Figure 26-2 shows the permis- 
sions assigned by default to the Home Members group. 

The simplest and quickest way to create a new site is to sign in using an account that has 
Full Control permissions (the default setting if your account has been assigned to the Own- 
ers group for your site). Click Site Actions (at the left side of the ribbon) to display the 
menu shown on the bottom of the next page. 
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Figure 26-2 If your user account is assigned to the Home Members group, you have the Con- 
tribute permissions listed above. 
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It's worth taking a minute to study the contents of the Site Actions menu. If you sign in with 
an account that has Contribute permissions, you see only the top three choices and View 
All Site Content If your account is part of the built-in Viewers group, you have only Read 
permissions, and you don't see the Edit Page and New Page options on this menu. When 
your account has Full Control permissions, however, you can change the site's design, cre- 
ate new lists and libraries, adjust site permissions, and tweak site settings. 



Creating a New SharePoint Site 

You can create dozens, even hundreds or thousands, of separate sites on a single Share- 
Point server. A new site can be completely independent or it can be a child of the current 
one, with navigation links that take you back to the parent site. This latter organiza- 
tion is handy if you and your immediate coworkers have your own site for departmental 
announcements, contacts, tasks, and shared documents. Within that site, you can create 
individual sites for projects, committees, wikis, or documents like annual reports — anything 
that involves multiple people. An administrator or site owner can create a site and make 
anyone an owner of the new site. As an owner, you can create additional sites under your 
site's hierarchy. 
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To create a site, click the New Site choice on the Site Actions menu. That opens the Create 
dialog box, which offers a selection of site templates like the ones shown in Figure 26-3. 
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Figure 26-3 The default selection of sites and workspaces includes templates for different types 
of meetings and documents, a team site, and even a blog. 
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Whether you start with the Blank Site template or one that's partially built, you can flesh 
out your SharePoint site by adding and customizing the following types of elements: 

• Libraries These are online repositories for documents, forms, pictures, or wiki 
pages. We cover libraries and their interaction with Office programs in much more 
detail in "Creating and Using SharePoint Libraries" on page 869. 

• Pages A page can contain text, images, links to wiki pages, and ready-made Web 
Parts. We explain the essentials of creating and using pages in "Creating and Editing 
SharePoint Pages" on page 875. 

• Lists Don't be fooled by the name. Yes, lists can consist of column headings and 
rows filled with data, but they can also appear in SharePoint as calendars, issue- 
tracking databases, and threaded discussion forums. Learn more in "Creating, View- 
ing, and Editing SharePoint Lists" on page 873. 



How SharePoint and Office Work Together 



Up to this point we've been talking about SharePoint mostly as it appears through a 
browser window. But you can interact with documents in a SharePoint library directly 
through the Open and Save As dialog boxes in Office 2010 programs. 

To connect to a SharePoint site from Word, Excel, PowerPoint, or OneNote, click File, then 
click Open. Enter or paste the URL of the site in the address bar (or in the File Name box) 
and press Enter. If your credentials pass muster, you'll see a dialog box like the one shown 
in Figure 26-4. 
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Create simple shortcuts to SharePoint servers 

Typing a URL is a tedious way to get to a SharePoint site or document library, especially 
if the site has a long, hard-to-memorize address. For faster access, add a shortcut to 
Windows Explorer so that you can get to your site quickly. In Windows Vista or Win- 
dows 7, open Windows Explorer and click Computer in the Navigation pane. Right-click 
the empty space at the bottom of the contents pane, and then click Add A Network 
Location. Follow the prompts: click Choose A Custom Network Location, enter or paste 
the URL of the server or site (in the format http://server_name/site_name), and give the 
shortcut a descriptive name. You can now browse to this location by clicking the Com- 
puter icon and double-clicking the shortcut you just created. You can also populate the 
Favorites list at the top of the Navigation pane in Windows Explorer with shortcuts to 
sites, document libraries, pages, and other locations within a SharePoint site. Start by 
browsing from the Computer window, and then drag the folder or page icon from the 
address bar or the contents pane to the Favorites list. 
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Figure 26-4 To browse files and folders on a SharePoint site, enter the site's URL in the address 
bar of the Open dialog box. 

After you open a file from a SharePoint library (and, if necessary, enable it for editing, click 
File and check the Info tab. Options available to you depend partly on the settings for the 
library, partly on the procedures you and your coworkers have agreed to follow, and partly 
on your preferences. 

If you want exclusive access to a document so that you and you alone can make changes to 
it, you need to check it out of the library. After you've saved your changes, you can check 
it back in and allow other people to see what you've done and make their own changes if 
they want to. 

The Check Out option is available on the Info tab for Excel, Word, and PowerPoint; click the 
Manage Versions button to see a menu like the one shown next. (The equivalent menu for 
Word includes an option to compare major versions.) 
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Other users on the network are able to open a checked-out document in read-only mode, 
but they can make changes only by saving it under a new name or waiting until the docu- 
ment is available for editing again. When you have a document checked out, this button 
appears at the top of the Info pane: 
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Check In 


Checked Out Presentation 

No one else can edit this presentation or view your changes 
until it is checked in. 


^Discard Check Out 



Click Check In, and you're given an opportunity to add comments to describe your 
changes; if the document library is set up to save versions, your comments are saved as 
part of the version history. If you don't want your changes to be saved in the SharePoint 
library, you have two options. Click the Discard Check Out button to close the document 
and remove the checked-out designation; any changes you made since the last save are 
lost. As an alternative, click File, Save As, and save the document under a new name. As part 
of the save, you can discard the check-out. 

In some cases, you might not need or want to limit editing on a document. If you and a 
group of coworkers have divvied up responsibilities for a big document that's due tomor- 
row, your only hope of finishing on time is to work on the file at the same time. When two 
or more people are editing the same document in Word, Excel, or PowerPoint, the top of 
the Info pane shows details like those in Figure 26-5. 
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Synchronizing local files with a SharePoint site 

If your organization makes extensive use of SharePoint, you should take a close look at 
Microsoft SharePoint Workspace 2010. This utility, included with Office 2010 Profes- 
sional Plus, is the successor to Groove Workspace from earlier Office editions. It allows 
you to create an offline replica of libraries and lists (including tasks and discussions) 
from a SharePoint site. You can search, view, and edit documents and lists offline; when 
you reconnect to the network, SharePoint Workspace handles the work of syncing your 
changes and those made by others. You'll find SharePoint Workspace in the Microsoft 
Office folder on the All Programs menu. 
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Figure 26-5 When two or more people are simultaneously editing a document stored in a 
SharePoint library, details appear at the top of the Info pane, 



Changes to the current document made by other people are not automatically displayed in 
your document as you work — that would be distracting, to say the least Instead, the Share- 
Point server sends periodic notifications that other people have made changes to the docu- 
ment. You can see these notifications on the status bar and in the Info pane. Those changes 
are downloaded and merged into your document when you click Save. 
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For more details about how to use document-sharing features, with or without SharePoint, 
see "Working Together with Office 2010" on page 826 and "Simultaneous Editing with Multiple 
Authors" on page 832. 



Customizing a SharePoint Site 
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The template you select when you create a SharePoint site dictates what elements are ini- 
tially included as part of that site and how they are laid out But as a site owner you can 
change both the layout and the selection of elements at any time to change the site's look 
and feel. In this section, we provide an overview of the basic techniques for customizing 
a SharePoint site, along with specifics about the site elements that are most useful with 
Office 2010. 

The key to customizing any SharePoint site is the ribbon, which displays custom tabs con- 
taining editing tools for the selected page, list, library or Web Part. Figure 26-6 shows the 
custom tabs available when we selected a Web Part containing an Announcements list on 
the home page of our LittleMachineShop site. 
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Figure 26-6 These sets of custom tabs contain tools for editing pages, managing lists, and cus- 
tomizing the placement of Web Parts on a page. 
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Creating and Using SharePoint Libraries 

Libraries are literally folders on a server. In the case of a document library, SharePoint adds 
to those folders the ability to easily adjust permissions, track versions, and allow documents 
to be checked out for exclusive access. This type of library is so useful that New Document 
Library gets its own place of honor on the Site Actions menu. But SharePoint actually offers 
the option to create four different types of libraries. From the Site Actions menu, click More 
Options, and then click Library in the Create dialog box. The full list of available library 
types includes the following: 

• Document Library This type of library can store any file. You can enable versioning 
and customize the library so that adding a new document uses a specific document 
template. In the remainder of this section, we focus mostly on this type of library. 

• Form Library Items in this type of folder allow users to create reports or orders by 
using forms created by an XML editor such as Microsoft InfoPath. We do not cover 
form libraries or InfoPath in this book. 

• Picture Library The default view for this type of library consists of thumbnails; 
menu choices include options to upload and download pictures, insert an image into 
a document or an e-mail message, or view pictures as a slide show. 

• Wiki Page Library A wiki library consists of web pages that any user can edit. It 
grows in free-form fashion as users create new pages and link them to existing pages. 
Wikis are ideal for collecting and organizing knowledge — using notes from customer 
support representatives, for example, to build a troubleshooting knowledge base. 
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Use wiki-style links to create new pages instantly 

The beauty of a wiki library is that you don't need to explicitly create and link new 
pages. Instead, you can create them on the fly using a well-established wiki-link format. 
(The same format is supported in OneNote pages.) Creating a wiki library adds an entry 
to the Quick Launch pane on the left of the browser window and creates a Home page 
and a second page called How To Use This Library. To edit the Home page, click the Edit 
button at the top of the page, to the left of the Browse tab. You can replace the exist- 
ing text with an introduction of your own and create links in the format [[page_name]], 
where page_name is the title of the page you want to link to. If the linked page doesn't 
exist, clicking the link creates a new page with that title and immediately opens it for 
editing. You can add links on any page and create a link back to the Home page by 
entering [[Home]]. 
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As we mentioned earlier, a library is at its heart just a folder on a SharePoint server. Its con- 
tents can appear in multiple places on a site, on its own page, or as a Web Part alongside 
other content on a page. (See Figure 26-1 at the beginning of this chapter for an example 
of the latter layout.) Unless you change the default setting, each new library gets a link in 
the Quick Launch pane on the left. Figure 26-7 shows the contents of a document library 
we created for the LittleMachineShop site. 
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Figure 26-7 When you display the contents of a document library, these two custom Library 
Tools tabs appear on the ribbon. 



Managing Files in a Document Library 

Commands on the Documents tab provide access to basic file-management tasks. Using 
the commands in the New group, for example, you can create a document and begin edit- 
ing it immediately. You can also upload documents or create subfolders. 

To use commands that apply to individual documents, you first have to select at least one 
document by clicking the check box to the left of the document name. (In the previous fig- 
ure, the check mark means we've selected the file Brochure 2922.) You can edit the selected 
document, check it out for exclusive access, edit its properties (including file name and 
title), or delete the document. For a more focused list of commands that apply to a specific 
file, click the arrow to the right of the document name and choose from the menu shown 
next. 
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Changing Settings for a Document Library 

The Library tab, shown in Figure 26-8, contains commands that allow you to change set- 
tings for the current library. 



>' ; 'i: ■::■:■ ' ■:■" 






!_=_ 


| B || S3 | 






(^ it 9 | http://ohio/lrns/Brochures%2 


'|**| x| |E*™* 






P-| 


£> Favorites f^ Brochures and spec sheets - All Documents 


a - s - b & - 


Page t Safety- 


Tool 


-m-" 










Pictures 
Company Image: 

Libraries 
Site Pages 
Shared Documen 



H Type 

m 



re 1421 B» 
Brochure 2922 D" 
Brochure 2992 » 
Brochure 3854 Bh 
Spec sheet 1765 

leet 2517 l 



3/27/2010 5:57 PM 
3/27/2010 6:02 PM 
3/27/2010 5:57 PM 
3/27/2010 6:03 PM 
3/27/2010 6:01 PM 
3/27/2010 5:58 PM 



+ Add document 



\ Modified By 
Samantha Smith 
Pawel Czernek 
Samantha Smith 
Ed Bott 

Pawel Czernek 
Samantha Smith 



Figure 26-8 Commands on this tab allow you to change the view of the current library. Click 
Library Settings to set global preferences. 
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In the Manage Views group are commands that allow you to add or remove columns from 
the current view, change the sort order and grouping, and filter the library's contents. You 
can also use these settings to create multiple custom views to make navigation easier in a 
crowded document library. 
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The Library Settings button leads to a dialog box that is packed with options to change the 
appearance and behavior of the current library. For example, you can edit the library's title 
and description and customize whether it gets a link on the Quick Launch pane. For some 
document libraries, you might want to ensure that clicking New Document always creates 
a specific document type. Figure 26-9 shows the Advanced Settings dialog box (available 
from Library Settings) for our Brochures And Spec Sheets folder. To allow would-be contrib- 
utors to start with a standard Word document, enter the URL of a previously created Word 
template or click Edit Template to add customizations to the default template. 
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Figure 26-9 Customizing a document template allows every new document in a library to start 
with a standard look and feel. 

To learn more about how templates work with each of the Office programs, see "Using Tem- 
plates to Streamline Document Creation" on page 97. 

Other options available in the Library Settings dialog box allow you to enable or disable 
versioning, change which columns are visible, set custom permissions for the library, and 
define RSS settings to alert you when changes are made to the library's contents. 



For more on how to use RSS feeds as an alert system, see "Using Notifications and Feeds to 
Track SharePoint Activity" on page 880. 
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Creating, Viewing, and Editing SharePoint Lists 

The generic term list covers a surprisingly broad swath in SharePoint. Calendars are stored 
in lists, as are contacts, tasks, links, and announcements. When creating a new list, you can 
choose from a full selection of ready-made list types or create your own from scratch. To 
start, click the Site Actions menu, click More Options, and then, under Filter By, choose List. 
The full selection of items includes the handful shown here. 
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If none of the default list types are suitable, you can create your own by choosing one of 
the Custom List options, or you can connect to an external list, such as a query on a data- 
base server. The Import Spreadsheet option allows you to take a list you created in Excel 
and import its contents into your SharePoint site. Click Import Spreadsheet, click Create, 
and enter a name and description for the new list. Specify the location of the Excel file con- 
taining your existing list, and click Import. Your workbook opens in Excel, and you see the 
dialog box shown in Figure 26-10. 
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Figure 26-10 Importing an Excel table into SharePoint as a list allows you to share its contents 
with a larger group. The new list is not linked to the original workbook. 

Importing an Excel table into a SharePoint list using the technique we just described is 
a one-way operation. Changes you make in the Excel workbook are not reflected in the 
SharePoint list, and vice versa. If you perform the operation in the opposite direction, 
however, you can create a persistent link between a SharePoint list and an Excel workbook. 
From the SharePoint list, click the List tab (under the List Tools heading) and click Export 
To Excel from the Connect & Export group. That saves the list properties in Microsoft 
Excel Web Query File format, with an .iqy file name extension. Open that file in Excel, and 
the resulting workbook includes a live connection to the SharePoint list, as shown in Fig- 
ure 26-11. 



The Refresh command, on the Table Tools Design tab, allows you to update the contents 
of the linked Excel table based on the most recent entries in the underlying SharePoint list. 
You can also create PivotTable reports from the data. To break the link between the work- 
sheet table and the SharePoint list, click Convert To Range or click Unlink. 
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Figure 26-11 Any changes you make in the underlying SharePoint list are reflected in the copy 
saved here. Click Refresh to update data, or click Open In Browser to see the list in SharePoint. 

As we mentioned at the beginning of this section, calendars, tasks, and threaded discus- 
sions in SharePoint are also lists. It makes little sense to import these types of data into 
Excel, but there are obvious benefits in being able to connect this type of data to Outlook. 
We explain how SharePoint and Outlook work together in "Connecting Lists, Calendars, and 
Discussions to Outlook" on page 877. 
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Creating and Editing SharePoint Pages 

Pages on a SharePoint site are HTML documents that can be edited directly by using the 
Web Edit controls in SharePoint. Most common site templates include a Home page. If your 
permissions allow it, you can also create a new page using the Site Actions menu. Use the 
Page tab, shown in Figure 26-12, to see what options are available for that page. 
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Figure 26-12 The status message below the Page tab means this page has been edited but is 
not yet published. To commit the changes, use the Publish tab. 

From the Page tab, you can click Edit to see a full list of layout, markup, and formatting 
options. Commands on the Editing Tools tabs allow you to change the layout of the page 
(number of columns, header and footer, and so on), apply styles, insert pictures, add Web 
Parts such as lists, and edit the HTML code for the page directly. If versioning is enabled, 
you can click Page History to see previous versions of the page, as shown here. 
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INSIDE OUT 




Build more sophisticated pages 

The browser-based page editor is fine for creating quick SharePoint pages from build- 
ing blocks, and it might even be good enough for entire sites. But if you want to exten- 
sively customize the look and feel of pages or add workflow features and connections 
to external data, you need to leave the browser. For those tasks, use the free SharePoint 
Designer, a stand-alone program that resembles the other members of the Office fam- 
ily and allows you to create rich SharePoint sites offline and deploy them as packages. 
For more information, visit w7io.com/12803. 
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It's easy enough to work with individual documents using the programs associated with 
those documents. But how do you keep track of calendars, tasks, and threaded discussions 
without constantly checking your web browser to see what's changed? The easiest way to 
manage this type of data is by connecting it to Outlook. 

In fact, virtually every part of a SharePoint site can be connected to Outlook, which allows 
new and changed items to appear in your Outlook window. Calendars appear in the Calen- 
dar pane in Outlook, under the Other Calendars heading. Tasks are added to the Tasks pane 
in Outlook. Document Libraries and threaded discussions appear under a SharePoint Lists 
heading in the Mail pane of Outlook. Figure 26-13, for example, shows a SharePoint team 
calendar as viewed in a web browser. 
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Figure 26-13 The browser-based view of a calendar is adequate but doesn't offer an easy way to 
compare events with those on your personal calendar. 
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After connecting this calendar to Outlook, you can view its contents using the familiar 
Outlook calendar tools and views. In particular, you can view the team calendar from the 
SharePoint site alongside your personal calendar to quickly spot potential conflicts, as 
shown here. 
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Viewing discussions is also simpler in Outlook. Figure 26-14 shows a single conversation (in 
flat, not threaded, view) from the Team Discussion list on our LittleMachineShop SharePoint 
site. 
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Figure 26-14 Use the Connect To Outlook command to capture these threaded discussions in 
Outlook and avoid the need for a trip to the browser. 

After connecting the discussion group to Outlook, you can view and participate in the same 
discussions using its entry in the SharePoint Lists group in the Navigation pane, shown here. 
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To connect a SharePoint list or library to Outlook, open the calendar, discussion list, or 
other page, and then find the Connect To Outlook command, which is part of the Connect 
& Export group. For a calendar, this command is on the Calendar tab, under Calendar Tools. 
For tasks and discussions, the command is on the List tab. For a document library, look on 
the Library tab. 

Clicking this button displays a consent dialog box like the one shown here. 
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Advanced.. 
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Under the hood, this command creates a web query using the stssync protocol and sends 
it to Outlook, which breaks the query into its component parts and begins syncing data 
between Outlook and SharePoint. It's important to note that this is a true synchronization. 
Any changes you make in either place are reflected in the other. 



Using Notifications and Feeds to Track SharePoint Activity 

How do you know when something has been added or changed on a SharePoint site? For 
some projects, you might be able to get by just by visiting the site in your browser once 
or twice a week. For others, that option isn't practical or efficient. For projects on a tight 
deadline, you might want to be notified immediately whenever a document is changed or 
added. For long-term projects, where changes happen rarely and are never on a predict- 
able schedule, a timely notification via e-mail prevents the frustration of discovering an 
important addition weeks after it was posted to a document library. 

SharePoint supports two types of notifications. The first is an Alert, which can be set for 
many types of individual SharePoint items: a Word document or Excel workbook in a docu- 
ment library, an event on a team calendar, or any task, for example. Click the check box to 
the left of the item in the library, and then click View Properties. That opens a properties 
dialog box like the one shown next. 
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Click Alert Me to open a New Alert dialog box for that item. To keep track of all activi- 
ties associated with a document library or list, your entry point is slightly different. In the 
SharePoint main window, click the arrow to the right of your user name (in the upper right 
corner) and then click My Settings. Click My Alerts, and then click Add Alert. That option 
displays a list of all lists and libraries that support alerts. Select the location for which you 
want to create an e-mail alert, as we've done here, and then click Next to proceed to the 
New Alert dialog box. 
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Your options vary slightly depending on whether you've chosen an individual item or a list. 
For an individual item, your options are as shown in Figure 26-15. 
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Figure 26-15 Using the settings shown here, you can cut down on e-mail volume by tailoring 
the scope and frequency of alerts. 

For time-sensitive, high-priority projects, you might want to receive notifications immedi- 
ately. For libraries you use in high-volume, lower-priority projects, you can ask SharePoint 
to roll notifications into daily or weekly summaries. In the previous figure, for example, we 
configured a summary alert to be sent daily at 9:00 A.M., with notifications of everything 
that happened the previous day. 

To create additional alerts for other lists or libraries, repeat the preceding process, starting 
with the My Alerts dialog box. 

If you want alerts to appear somewhere other than your e-mail inbox, you can use RSS 
feeds, the details of which can be read in any compatible RSS client (including any web 
browser or Outlook). To subscribe to the feed for a list or library, click the RSS Feed com- 
mand on the List or Library tab. That opens the feed for the current page in the browser 
and allows you to subscribe to the feed in Internet Explorer or Outlook. If you prefer a 
different RSS reader, copy the URL from the browser window and paste it into your feed 
reader. 
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For more details on how to add an RSS feed to Outlook, see "Reading RSS Feeds in Outlook" 
on page 803. 

To customize the contents of the RSS feed, click List Settings (or Library Settings), and then 
click RSS Settings under the Communications heading. The extensive list of options here 
allows you to choose exactly which fields the feed will include, whether it contains links to 
enclosures and attachments, and whether long fields (over 256 characters) will be truncated 
for efficiency 
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text elements, 626 

timing settings, 622-624, 627 

transitions, 588-589, 629-631 

triggering, 625-626 
Animation gallery, 617 
Animation Painter, PowerPoint, 624-625 
Animation pane, PowerPoint, 620-621 
annotations 

adding to slides, 634-635, 637 

review comments in files, 827 

slide show pointer options, 637 
announcements on SharePoint, 873 
antivirus programs, 820 
apostrophes ('), 400 

Appear entrance slide animation effect, 620 
appointments. See also meetings 

connecting OneNote and Outlook data, 548, 551-553 

creating new, 726 

importing and exporting, 792 

managing calendars, 705, 723-728 

overview, 694-695 

recurring, 727-728 

searching for, 750 

sending to notebooks, 506-507 

sending via e-mail, 782 

sharing, 782, 784, 785 

time zones and, 810 

To-Do Bar display, 705 
Arabic numerals, 374 
Archive.pst file, 799 

archiving. See backing up settings and data 
area charts, 436 



arithmetic operations. See also math worksheet functions; 
mathematical equations; numbers 

during Paste Special command, 466 

Word table data, 260-261 

worksheet formulas, 358 
arranging 

contents of ribbon tabs, 59 

custom ribbon tabs, 58-59 

document windows, 73-74 

Quick Access Toolbar commands, 63, 64 

ribbon commands, 59, 60 

windows and slides in PowerPoint, 655, 657 

windows in Excel, 454-455 
arrow keys, 426 
arrows (graphic). See shapes 

Artist Effects gallery, 166-167. See also special effects 
ascending sort order, 398 
ASCII character codes, 114-115 
ASIN worksheet function, 373 
aspect ratio, 164-166, 609-610, 635 
asterisks (*), 211, 358, 463 
asynchronous collaboration, 826-831 
at signs (@), 397 
ATAN worksheet function, 373 
attaching files to notebook pages, 507 
attachments to e-mail 

deleting to save space, 749, 799 

disabled file attachments, 820-821 

OneNote files, 566-567 

Protected View and, 819 

searching for, 748, 749 

security features, 820-821 

sending blocked files and executables, 821 

sending to notebook pages, 548 
attendees, 695, 750 
audio 

exporting from OneNote, 570 

musical backgrounds for presentations, 680-681 

OneNote Web App missing features, 858 

recording in OneNote files, 569-572 

recording slide narration, 631-632 

sound effects, 628 

soundtracks for presentations, 680-681 

using in presentations, 607-608, 628 
authors. See also collaborating on Office files 

Authors field information, 94 

multiple, working simultaneously, 832-835 

tagging changes with initials, 566 
AutoArchive option, Outlook, 798, 799, 801-803 
Auto-Complete feature, Outlook, 812 
AutoCorrect feature. See also AutoText feature 

adding to Quick Access Toolbar, 336 

copying entries to other computers or profiles, 118 

customizing, 68, 336 

defining strings for, 112 

entering characters with, 112-113, 200-201 
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lists, storage location, 118 

mathematical equations, 123 

scope limitations, 118 

sharing with other users, 118 

special characters, entering, 200-201 

spelling check, 140 

undoing corrections, 118 
Autodiscover service, e-mail, 707, 708, 713 
AutoFitting tables, 255 
AutoMark files (indexing), 277 
automatic backups, 544 
automatic page breaks, 472-473 
AutoRecover feature, 69-70, 104 
autosave option, 103-105 
AutoSort option (PivotTables), 412 
AutoSum worksheet formula, 359 
AutoText feature, 118, 331. See also AutoCorrect feature 
averaging numbers, 390, 403 
axes (charts) 

arranging data points, 443 

labels, 439 

numeric scale options, 427 

overview, 424 

scatter XY charts, 437 

source data connections for, 439 

sparkline mini-charts, 450 

swapping, 431 

B 

Back button (Open dialog box), 91 
backgrounds 

calendar, 779 

charts, 442 

notebook pages, 518, 519 

pictures, removing, 54, 168-170 

presentations, 606, 612-613 

Word document colors, 193 
backing up settings and data. See also restoring settings 
and data 

AutoRecover file location, 69-70, 104 

Office Settings Backup Wizard, 41 

Office-related settings, 40 

OneNote data, 543-546 

OneNote settings, 530 

Outlook data, 734, 737, 797-803, 813 

overview, 39 

Save My Settings wizard, 40 

saving documents automatically, 103-105 

time intervals, 104 

tools for, 40-41 
backslashes (\), 463 
Backstage view 

access restrictions, 46 

adjusting program options, 67 

AutoCorrect feature settings, 68, 336 

automatic e-mail replies, 49 



automatic file save frequency, 69 
AutoRecover file locations, 69-70, 104 
CD presentation packages, 682-683 
closing files, 45 
Compress Media option, 596 
confidential file information checks, 46 
converting files to other formats, 48 
copying files with the Recent list, 46 
creating files in, 47 
creation dates, files, 46 
default file formats and locations, 69 
e-mail accounts, 707 
e-mail settings and tools, 49 
exiting Protected View, 820 
external references and, 481 
file properties, inspecting, 46 
file size information, 46 
font defaults, 68 

header and footer access from, 611 
modification dates, files, 46 
moving e-mail between folders, 49 
multiple versions of files, 46 
new features, 5-6 
notebook settings, 49 
opening, 44-45 
opening files from, 45 
permissions, 46, 49 

personal file information, removing, 821-822 
pinning files to Recent list, 46 
printing e-mail, 49 
printing files, 47, 49, 468-471, 642 
printing to fax devices from, 48 
Recent list size settings, 46, 336-337 
recently used files, 46, 336-337 
saving files, 45, 49 

saving files to networks or websites, 48 
sending files as faxes, 48 
sending files via e-mail, 48 
sharing notebooks, 51 
SkyDrive folders, 850 
spelling check customization, 68 
sync status of notebooks, 49 
tag display in, 46 
templates in, 47 
thumbnail file display, 46 
video-from-presentation feature, 673 
virtual printers in, 48 
Backstage view tabs and options 
Advanced, 69 
Close, 45 
General, 67-68 
Help, 49 
Info, 46, 49 
New, 47, 49 
Open, 45, 49 
Options, 45, 67-70 
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Backstage view tabs and options, continued 

Print, 49 

Proofing, 67-68 

Recent, 46 

Save, 45, 69 

Save & Backup, 69 

Save & Send, 48-49 

Save As, 45, 49 

Share, 51 
balancing columns on last page, 252 
balloon tips, 71 

banded rows and columns in tables (Excel), 393-394 
bar charts (Excel), 424, 435-436, 443-444, 450 
Bar Of Pie charts, 435 
.bat files, 820-821 
BCC box in e-mail messages, 729 
Below Average filtering, 403 
BELOW range (Word table formulas), 261 
bevels, 178 

black and white handout printing, 644-645 
blank cells, 375,483 
blank pages, notebooks, 513 
Blank slide layout, 583 
blocking 

access to SkyDrive files, 845 

executable file attachments, 820-821 

files, 819, 824 

sending blocked files and executables, 821 
Blog template, 318 
blogs. See also websites 

categorizing posts, 317 

creating new posts, 314-315 

home page, opening, 317 

HTML code, editing, 319 

managing accounts, 315-317, 318 

opening existing posts, 318 

pictures, 314, 316 

publishing, 314-315, 317 

saving posts as local copies, 319 

sending notebook pages to, 567 

templates, 318 

text-only blogs, 314 

tools for, 317-318 

troubleshooting, 316, 317 

uploading posts, 317 
.bmp file extension, 83 
body content searches, 748 

boilerplate text, 116-118. See also AutoText feature- 
building blocks (Word documents) 
bold text, 508 

bonds, charting performance, 438 
booklets, printing, 338 
bookmarks 

hyperlinks to, 119-120 

saving SkyDrive locations as, 849 



video clips in PowerPoint, 606-607, 626 

Word documents, 269 
Boolean operators, 535, 746 
borders 

Excel cells and ranges, 458-459 

Excel chart conditional formatting, 445 

Excel table formatting, 391-394 

PowerPoint Web App graphics, 857 

Word pictures, 167-168 

Word tables, 263 

Word text, 307 
Bottom Ten conditional formatting, 446-447 
brackets ([ ]), 397, 463, 854 
breaking 

connections to external data, 418 

links to external references, 480 

links to SharePoint lists, 874 
brightness of pictures, 166-167 
Broadcast Slide Show dialog box, 650-652 
broadcasting presentations, 649-654 
Browse tool (Word comments), 283 
browsers. See also specific browsers 

broadcasting presentations in, 650 

building web pages in, 875-877 

editing files in, 837, 840 

hiding interface, 838 

MHTML files, 567 

OneNote Web App, 493 

sending clippings to OneNote, 504 
browsing Word document review comments, 282-283 
bubble charts, 439 

Building Block Gallery Content Control, 303 
building blocks (Word documents) 

AutoText, 331 

Building Blocks Organizer tool, 336 

creating, 332 

creating categories, 332 

definition, 330 

galleries of, 330 

listing, 330 

locations, 332 

placement options, 332 

ScreenTips, 332 
Building Blocks Organizer tool, 336 
Bullet Library, 499 
bulleted lists 

notebooks, 498-500 

presentations, 684-685 

Word documents, 125, 240-242 
burning DVDs, 673 

Business Card feature (Outlook), 717, 783-784 
Business Contact Manager, 20 
Business Productivity Online Suite, 713, 860 
buttons, action, 675 
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Cached Exchange Mode, 714 

caches, 562, 835, 852 

calculated columns (Excel), 396-397 

calculation types (PivotTables), 407, 408-409 

calendars. See also appointments; meetings 

arranging multiple, 778-780 

backgrounds, 779 

changing dates on notebook pages, 517 

connecting to SharePoint pages, 877-880 

displaying in Word forms, 303, 306 

Google Calendar, 787 

groups of, 779 

holidays on, 778 

overview, Outlook, 723 

publishing online, 786-787 

reminders, 774 

search keywords, 750-751 

sending items via e-mail, 782 

SharePoint sites, 864, 873 

sharing, 782, 784-788 

team calendars, 878 

time zone coordination, 810-812 

viewing multiple, 778 

viewing options, 706, 724-725 
captions 

photo albums, 672 

slide layouts, 583, 584 

Word documents, 270-271 
carets ( A ), 358 

case formatting worksheet function, 371 
categories, galleries, 332 
category searches, Outlook, 748 
CD presentation packages, 650, 682-684 
cell formats (Excel) 

accounting, 380-381 

currency, 380-381 

custom formats with cell styles, 377 

date and time, 381-382 

Excel Web App missing support, 855 

exponential notation, 384 

fractions, 383 

keyboard shortcuts, 378-379 

negative numbers, 380 

numbers, 379-380 

overriding for individual cells, 378 

overview, 376-379 

percentages, 383 

phone numbers, 385 

scientific notation, 384 

Social Security numbers, 385 

special data types, 385 

text, 384 

ZIP codes, 385 
cell ranges (Excel) 

borders, 458-459 



contiguous ranges, 348 

converting to tables, 388 

creating customized lists, 483-484 

definition, 348 

naming, 349-350 

PivotTables, 406 

print ranges, 471 

referencing, 348 

sorting, 398-400 
cell references (Excel), 397 
Cell Styles gallery, 463-464 
CELL worksheet function, 375 
cells (Excel) 

active address, displaying, 349 

assigning formats to imports, 417 

borders, 458-459 

color formatting, 447 

conditional formatting, 445-449 

copying and moving data, 465 

creating custom styles, 463-464 

data bars, 447 

definition, 344 

finding and editing data, 465 

formatting, 124, 459-463 

history of visited cells, 481 

icons in, 448 

identifying, 344 

information about, returning, 375 

mini-charts in, 450 

simultaneously editing, 834 

sparklines in, 450 

tracking changes in, 829-830 

Word tables. See cells (Word tables) 
cells (Word tables), 258, 259, 266 
Change Chart Type dialog box, 429, 430 
change tracking. See also review comments (Word 
documents) 

accepting/rejecting changes, 287-289 

added text, identifying, 285 

color coding changes, 285 

Combine tool, 288-289 

Compare tool, 288-289 

comparing presentations, 831 

deleted text, identifying, 285 

filtering by change type, 287 

hiding markup, 287 

highlighting changes in Excel files, 828-829 

highlighting synchronized changes, 566 

history of document changes, 828 

history of notebook changes, 573 

history of workbook changes, 829, 830 

initials, tagging changes by, 566 

keyboard shortcuts, 286 

merging changes from multiple documents, 288 

navigating among changes, 288 

Office program features, 827-831 
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change tracking, continued 

options, setting, 290-291 

proofreaders' marks, 286 

redlined documents, 285 

rejecting changes, 664, 830-831 

removing changes for SharePoint files, 866 

resolving changes to SkyDrive files, 852 

reviewing tools, 53 

reviewing tracked changes, 287-289 

ribbon tools for, 53 

searching for specific text, 288 

SharePoint version tracking, 869 

synchronous scrolling and, 289 

traditional markup, 286 

turning on, 285, 290 

underlined text, 828 

updating read-only file copies with changes, 833 

view options, changing, 286-287 
CHAR functions, 467-468 
character codes, 114-115 
character counts, 66 
character styles, 224 
characters 

bullets, 499 

formatting, 215-218, 587, 608, 679-680 
charts. See also charts (Excel); graphics 

inserting in PowerPoint Web App, 857 

inserting in Word, 53 

ribbon chart tools, 54 
charts (Excel) 

3-D effects, 429, 432 

appearance, changing, 179-180 

conditional formatting, 444-449 

creating, 421-423 

data points, 433 

definition, 150 

editing data in, 441-442 

elements of, 424-425 

Excel Web App display, 856 

formatting elements, 426, 442-444 

gridlines, 426 

highlighting data in, 444-450 

incorrect values in, 441 

inserting, 179-180 

labels, 433 

legends, 427 

linking data to, 439-442 

moving, 423 

Quick Layout gallery, 425 

resources and best practices, 423 

selecting chart areas, 426 

selecting elements in, 426 

selecting type, 179 

sparklines, 450 

switching types, 429 

templates, 421 



tools for, 425 
types of, 422, 429-439 
area charts, 436 

bar charts, 435-436, 443-444, 450 
bubble charts, 439 
column charts, 429-432, 443-444 
doughnut charts, 439 
line charts, 432-433, 443, 450 
mini-charts, 450 
pie charts, 433-435, 441 
PivotCharts, 428-429 
radar charts, 439 
scatter (XY) charts, 437, 440, 441 
sparklines, 450 
stock charts, 438, 441 
surface charts, 439 
Check Box Content Control (forms), 303 
check boxes (tags), 525-526, 540 
check mark icons, 564 

checking files in or out of libraries, 865-867, 869, 870 
checking grammar, 53, 242-243 
checking spelling. See spelling check 
circling invalid data, 478 
circular references in spreadsheets, 395 
Clean Up option for e-mail conversations, 756 
CLEAN worksheet function, 371 
cleanup tools, 798, 799-801 
clearing. See removing 
Click-to-Run service, 24, 27-30, 35, 38 
click-triggered slide animations, 622, 624 
clip art, 150, 172-173, 624, 857. See also graphics; 

photographs and pictures 
Clip Organizer, 173 
Clipboard 

copying or cutting to, 129 
default paste options, 132-133 
keyboard shortcuts, 129 
multiple clippings, 133, 134, 135 
pasting special formats and values in Excel, 465-467 
pasting text only, 132 
pasting text with formatting, 132 
previewing pasted results, 130 
replacing existing content, 130-132 
ribbon function, 53 
clippings 

multiple clippings, 133, 134, 135 
sending to OneNote, 502-504 
clocks, changing time, 517 
closing files, 45 
cloud-based storage, 299, 837. See also Windows Live 

SkyDrive 
clustered column charts, 429, 430, 443-444 
collaborating on Office files. See also SharePoint 2010; 
Windows Live SkyDrive 
asynchronously, one person at a time, 826-831 
cloud-based computing and Web Apps, 837 
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comments in files, 827 

comparing versions of files, 663, 831 

connecting Outlook to SharePoint pages, 877-880 

new features for, 17 

online collaboration on presentations, 661-665 

sending links to SkyDrive files, 847-848 

SharePoint site documents, 817, 835 

simultaneous editing, 291-293, 832-835 

SkyDrive folder permissions, 844-846 

tracking changes, 827-831 

user names and, 826 
collapsing 

navigation and tabs in OneNote, 521 

outline levels in Word, 247 

page lists in OneNote Web App, 858 

PivotTable data, 410 

results lists, 540 

section lists in notebooks, 511 
collated printing, 470 
colons (:), 276, 361, 381, 745 
color 

calendars, 779 

cell and range borders, 458-459 

cell contents, 460-461 

charts, 442 

color mapping, 645 

conditional formatting in charts, 445, 447 

Excel tables, 391-394 

fonts, specifying with styles, 235 

gradients, 445 

lines, 183 

notebook pages, 518 

notebook tags, 528 

notebook text, 508-509 

pictures, adjusting, 166-167 

print settings for speaker notes or handouts, 644 

rules or gridlines, 519 

shapes, 177 

slide annotations, 634-635 

text effects, 182-183 

themes, 186, 611 

tracking editorial changes, 828 

Word document backgrounds, 193 
color coding 

Office programs, 44 

Word document changes, 285 

Word document comments, 281 

worksheet tabs, 347 
color mapping, 645 

Color Scales conditional formatting, 447 
column breaks (Word), 252 
column charts (Excel), 424, 429-432, 443-444 
column labels (Excel), 473 
column sparklines, 450 
columns (data imports), 417 



columns (Excel) 

adding to tables, 389, 394, 442 

banded, 393 

calculated, 396-397 

copying only visible data, 483 

features in tables, 389 

formatting in tables, 392-393 

hiding, 453-454, 829 

hiding names, 452 

hiding on printed worksheets, 473 

locking for visibility, 457 

maximum number of, 344 

nonscrolling headings, 389 

PivotTables, 406-410 

preserving original sort order, 400 

repeating labels on printed worksheets, 473 

selecting, 349 

sorting by, 399 

sparklines, 450 

splitting view of, 456-457 

switching in charts, 431 

switching in PivotTables, 411 
columns (OneNote tables), 501 
columns (SharePoint pages), 876 
columns (Word multicolumn pages), 250-252 
columns (Word tables), 255 
COM Add-lns dialog box, 825 
.com files, 820-821 
Combine tool, 288-289 
combining 

changes to Word documents, 288-289 

shapes, 604 
Combo Box Content Control (forms), 303 
Comma Separated Values (CSV) files, 415, 418, 793 
commands. See also specific commands 

Help for, 71 

Quick Access Toolbar. See Quick Access Toolbar 

the ribbon. See the ribbon 
commas (,), 361, 461 

comma-separated values (.csv) file format, 415, 418, 793 
comments. See also review comments (Word documents) 

checking in SharePoint files, 866 

limiting characters in comments fields, 476 

meeting notes, 552 

presentation reviews, 661 

ribbon Review tab, 53 

Word files. See review comments (Word documents) 
Comments feature (PowerPoint), 661 
Common Feed List, 804-806 
Communicator (Office edition), 20 
Compact Form PivotTable layout, 414, 415 
Compare Documents feature (Word), 288-289, 831 
Compare feature (PowerPoint), 663-665, 831 
comparing 

calendars, 777 

contents of document windows, 73-74 
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comparing, continued 

Excel conditional formatting for, 446 

files, 53 

presentations, 663-665, 831 

Word documents, 288, 831 

worksheet formulas for, 359-360 
comparison operators, 446, 463 
Comparison slide layout, 583 
compatibility. See also Compatibility Mode 

add-ins under 64-bit editions, 23 

DirectX, 22 

file formats, 76-77, 87-90 

Word document versions, 191-193 

worksheet function, 376 
Compatibility Mode, 89, 191-193, 304, 557 
completing tasks, 525-526 
composing presentations, 580-593 
compressing 

pictures, 94 

presentations, 596-597 
Computer Network Consultants, 41 
CONCATENATE function, 467-468 
concatenating text, 360-361 
concordance files, 277 
conditional formatting, 444-450, 855 
Conditional Formatting menu, 446 
Conditional Formatting Rules Manager dialog box, 448 
conditions, Excel number formats and, 463 
confidential information, 46, 821-822 
conflicting conditional rules, 449 
Conflicts folder, Outlook, 799 
conflicts, simultaneous editing, 834 
Connect To Outlook command, 879, 880 
"connected" symbol, 564 
constants, 356, 483 

Contact Card feature, Outlook, 715-716 
Contact Groups, Outlook, 721, 722 
contacts 

Address Book, 767-770 

browsing, 717 

connecting OneNote and Outlook data, 548, 549-551 

duplicates, 722 

grouping, 721 

importing and exporting, 792 

linking all to OneNote, 551 

merging information, 723 

organizing, 715-723 

overview, 697 

pictures of, 810 

searching, 720, 749-750 

sending to notebooks, 506-507 

sending via e-mail, 782 

sharing information on, 782-785 

Suggested Contacts folder, 813 

suggested list, 812-813 
content controls (Word forms), 302-306 



Content With Caption slide layout, 583 

Contents pane (Outlook), 701 

context-sensitive ribbon tabs, 51 

contrast in pictures, adjusting, 166-167 

Contribute permissions, 862, 863 

conversations, e-mail and discussions, 755-757, 864, 

877-880 
Convert Text To Table command, 253, 256-257 
CONVERT worksheet function, 374 
converting 

Arabic numerals to Roman, 374 

charts to other types, 429 

date/time text to date/time values, 370 

documents to other formats, 48 

e-mail messages to appointments, 726 

legacy lists to Excel tables, 387-388 

notebooks to shared status, 563 

numbers to text, 371-372 

older notebooks, 493 

OneNote printouts to text, 574-575 

presentations to video, 595, 650, 673-674 

text to numbers, 372 

text to tables, 253, 256-257 

Word outlines into PowerPoint presentations, 597-599 
Copy Link command, 553 
copying 

animation effects, 625 

appointment data to OneNote vs. linking, 551 

AutoCorrect entries, 118 

calendar information, 779 

cell contents, 465 

to Clipboard, 129. See also Clipboard 

converted OCR text, 575 

custom number formats, 459 

documents, with Recent list, 46 

files from Web Apps, 840 

graphic formatting, 178 

graphic objects, 178 

hyperlinks from OneNote, 553, 561 

keyboard shortcuts, 128-129 

lines to Outlook items, 553 

links to OneNote items, 532 

links to Sky Drive files, 847 

notebook pages, 513 

notebook sections, 511 

notebooks to Windows Live SkyDrive, 566 

OneNote formatting, 13 

Outlook items for backup, 801 

presentation designs, 657 

rows or columns into chart data sources, 442 

slides, 582, 588, 655-656 

styles between documents or templates, 233 

tags to other OneNote installations, 529-530 

text, 130 

text formatting, 128-129 

visible data in Excel, 483 
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web clippings to OneNote, 502-504 

Word section formatting, 250 

worksheet cell contents, 355 

worksheet cell formats, 355 
copyright issues, 681 
corrupted files, 819 
COS worksheet function, 373 
coworkers. See collaborating on Office files 
Create dialog box (SharePoint), 863-864 
Create PivotTable dialog box, 406 
Create Rule dialog box (Outlook), 764 
Create Table dialog box (Excel), 388 
criteria (Outlook searches), 744-747 
cropping 

graphics in PowerPoint Web App, 857 

pictures, 164-166, 170 

screen shots, 174 
cross references (Word documents), 269, 271-273 
.csv (comma-separated values) file format, 80, 257, 415, 418, 

793 
cube worksheet functions, 375-376 
currency, 380-381, 460, 462 
Custom AutoFilter dialog box, 403 
custom formats (cells). See cell formats (Excel) 
Custom Lists dialog box, 483-484 
Custom Shows dialog box, 659-660 
customizing 

address book listings, 770 

AutoCorrect, 68, 336 

Excel cell formats, 459-463 

Excel data series, 483-484 

Excel data validation rules, 476 

Excel filters, 401, 403 

Excel numeric and date formats, 459-460 

Excel PivotTable field layouts, 409, 410-413 

Excel sort options, 399 

Excel worksheet views, 451-457 

keyboard shortcuts, 71-72 

Office Clipboard, 135 

Office installations, 34-35. See also installing Office 

OneNote interface, 520-522 

OneNote page templates, 575 

OneNote tags, 525, 526-528, 858 

OneNote taskbar icon, 573 

OneNote unfiled notes, 542-543 

Outlook, 700-707 

Outlook forms, 53 

Outlook search folders, 752 

Outlook viewing options, 753-757 

PowerPoint backgrounds, 612 

PowerPoint bullets, 684-685 

PowerPoint handouts, 645, 669 

PowerPoint layouts, 608-611, 667-670 

PowerPoint notes masters, 669 

PowerPoint slide masters, 665 

PowerPoint slide shows, 657 



PowerPoint slide transitions, 630 

Quick Access Toolbar, 335-336 

ribbon commands. See the ribbon 

ribbon tabs, 59 

RSS feeds, 883 

SharePoint library file templates, 872 

SharePoint library settings, 871-872 

SharePoint lists, 873 

SharePoint websites, 868-877 

spelling check, 68, 141-142 

status bar, 67, 335-336 

themes, 186 

To -Do Bar, 706 
Customizing Tags dialog box, 525 
cutting to the Clipboard, 129 



daily alerts, 882 

data. See also data files; data points; data series; data 
sources 

backing up. See backing up settings and data 

editing in charts, 441-442 

Excel data types, 474 

external database connections, 391 

highlighting in charts, 444-450 

PivotTables, 387-390 

sample random data, 484-485 

sorting, filtering, and outlining Excel data, 397-405 

tables, 387-389 

validation in Excel, 474-478 

visualizing with charts, 421-423 
data bars, 445, 447 
Data Bars conditional formatting, 447 
Data Execution Prevention, 818 
data files. See also data sources 

Hotmail, 738 

.ost file format, 690, 734, 736 

Outlook, 733, 813 

.pst file format, 690, 734, 736, 793-794 
data markers, 432-433, 450 
data points, 407, 433, 437, 442, 443 
data series 

adding new data to charts, 440-441 

arranging data points, 443 

customizing, 483-484 

editing, 440, 442 

Excel chart overview, 424 

incorrect values in, 441 

linking to charts, 439-442 

pie chart options, 435 

removing from charts, 441 
Data Series Options dialog box, 437 
data sources 

charts, 422 

connecting queries to SharePoint lists, 873 

creating PivotTables from, 406-410 
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data sources, continued 

enlarging with handles, 441 

Excel Web App support, 856 

external databases, 391 

external references, 480 

importing into Excel, 319, 415-419 

linking to charts, 439-442 

PivotTables, 390 

refreshing connections to, 418 

sparklines, 450 
data stores 

OneNote. See notebooks (OneNote) 

Outlook, 75 
data tables (Excel), 387 
data types (Excel), 474 
databases 

connecting queries to SharePoint lists, 873 

connecting to Excel tables, 391 

database worksheet functions, 375-376 

importing data into Excel, 416 

SharePoint sites, 864 

simple, 387 
Date Navigator, 705, 723-724 
Date Picker Content Control (forms), 303 
dates 

appointments and meetings, 726 

audio or video recording time stamps, 570 

converting text to worksheet values, 370 

criteria for Outlook search queries, 746-747 

as data types, 475, 476 

date and time stamps in notebooks, 498, 517, 566 

Date Picker (forms), 303 

date serial numbers, 368 

due dates for To-Do Bar, 772 

entering in Outlook calendar, 727 

expiration dates in SkyDrive, 848 

filtering Excel tables by, 401-404 

follow-up flags, 772 

inserting in Word, 202-203 

Outlook calendar, 723 

Outlook Date Navigator, 705, 723-724 

PivotTable date-based reports, 390 

regenerating tasks at future date, 776 

relative dates, 403-404 

on screen captures, 504 

searching by, 541, 745, 746 

selecting in Word forms, 303, 306 

sorting in Excel, 400 

sorting in OneNote searches, 538 

Start date property of follow-up flags, 773 

today's date, entering in Excel, 352 

today's date, returning in Excel, 369-370 

worksheet cell formats, 381-382, 409, 459, 460, 461-463 

worksheet functions, 368-370 
DATEVALUE worksheet function, 370 
Day view in calendar, 725 



DAY worksheet function, 369 
days 

custom Excel formats, 461 

DAY worksheet function, 369 

filtering Excel tables by, 402-403 

Outlook views, 705 
DAYS360 worksheet function, 370 
.dbf file extension, 80 
decimal alignment, 461 
decimal places, 459, 460, 475 
decks of slides, 581 
declining meetings, 781, 782 
Define Custom Show dialog box, 660 
delaying e-mails, 730 
delays in animation, 622, 623-624 
Deleted Items folder, Outlook, 799 
deleting. See removing 
delimiter characters, 417 
delivering presentations, 609-610, 632-641, 650, 682-684. 

See also slide shows 
Delivery Options for e-mail messages, 730 
demoting 

headings in Word documents, 204, 246 

subpages in notebooks, 515 
descending order sorts, 398 
designing slides, 594 
desktop publishing features, 10-11 
destinations for OneNote pages, 497 
Developer ribbon tab, 53 
diagonal lines in cells, 459 
diagrams. See shapes 
.die file extension, 143 
dictating documents, 109 
dictionaries, 53, 140-143, 144-145 
.dif file extension, 80 
digital rights management (DRM), 681 
digital signatures, 299, 822 
digitizers, 506 
digits, 460, 461 

DirectX compatibility issues, 22 
disabling backups, 544 
discarding changes to SkyDrive files, 852 
discussions 

connecting Outlook to SharePoint pages, 877-880 

displaying e-mail as, 755-756 

e-mail discussion lists vs. Contact Groups, 722 

SharePoint threaded discussions, 864 
display names 

contacts in Outlook, 718-719 

OneNote tags, 528 
displaying 

author information, 566 

bookmarks (Word documents), 269 

calendars, 706, 724-725, 779, 780 

document tags, 46 

Draft view (Word), 195-196 
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file creation dates, 46 

file modification dates, 46 

file properties, 102 

files in Office Web Apps, 838 

Full Screen Reading view (Word), 194-195 

handout masters, 585, 592, 669 

header rows (Excel), 392 

hidden Excel rows and columns, 454 

hidden slides, 658 

note masters, 585, 592, 669 

note pages (PowerPoint), 585, 590-591 

OneNote Quick Launcher, 573 

Outline view (Word), 195 

outlines (PowerPoint), 586-588, 593-594, 595 

Outlook viewing options, 700-707, 753-757 

overlay view of multiple calendars, 779, 780 

PivotTable totals and grand totals, 413 

presentation restrictions on broadcast type, 654 

presentations in Normal view, 580, 585, 586-588, 616 

Presenter view (PowerPoint), 638-641, 653 

Print Layout view (Word), 193, 196 

Reading pane (Outlook), 706-707, 820 

Reading view (PowerPoint), 585, 589-590 

recently used files, 46, 336-337 

schedules, 725 

slide masters, 585, 591-592, 665-668, 665-670 

slides, 655, 657 

switching Word views, 196-197 

text wrapping, 195 

threaded e-mail discussions, 755-756 

web pages in OneNote, 503 

web views, 195 

weekly view, 725 

Word default view, 193 
distributing graphic objects evenly, 155-156 
.doc file extension, 77, 78, 83, 820 
Dock To Desktop command, 558 
docking OneNote windows, 13, 558 
.docm file extension, 77, 83 

Document Inspector dialog box, 294-295, 821-822 
Document libraries (SharePoint), 869, 870-871 
documents (Word) 

automatic saving, 69 

background color, 193 

Backstage view of SkyDrive folders, 850 

browser editing, 840 

bulleted lists, 240-242 

captions, 270-271 

character counts, 66 

comments. See also review comments (Word documents) 

compatibility with earlier Word versions, 191-193 

consistent appearance, 226, 230 

content controls, 223 

converting to other file formats, 48 

copying, 46 

creating, 47, 97-98 



creating in SkyDrive folders, 844 

dates and times, 202-203 

definition, 76 

Document libraries (SharePoint), 869 

editing with Office Web Apps, 838 

equation captions, 270-271 

fields and field codes. See field codes (Word documents) 

formatting text. See text formatting 

grammar check, 242-243 

graphics, 237-240 

green squiggly underlines, 242 

highlighting text, 194 

hyperlinks to, 119-120 

hyphenation, 201-202 

line breaks, 201-202 

line counts, 66 

line numbers, 242 

linking to OneNote, 557-561 

lists, 240-242 

locked documents, 833 

magnifying. See zooming views 

margins, 196, 221-222 

metadata, 99 

multiple versions, 46 

nonbreaking spaces, 202 

numbered lists, 240-242 

opening from SkyDrive folders, 851 

opening Word from Office Web Apps, 840 

orientation, 221-222 

overview, 189 

page layout options, 221-222 

page numbers, 66, 222-224 

page size, 190, 221-222 

paragraph counts, 66 

pinning to the Recent list, 46 

printing, 47 

properties, 46, 99-101, 203 

Protected View disabled features, 818-820 

reading aloud, 337-338 

recovery, 11 

removing personal information, 821-822 

restricting format changes, 230 

reviewing comments. See review comments (Word 

documents) 
ruler display, 191 
saving, 69, 95-97, 103-105 
saving OneNote files as, 568 
saving to SkyDrive, 850-851 
sending via e-mail, 48 
SharePoint alerts for updates, 880-882 
SharePoint site libraries, 864 
sharing in SharePoint sites, 835, 864-868 
simultaneous editing, 832 
Speak command, 337-338 
special characters in, 200-201 
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documents (Word), continued 

spelling check, 242-243 

statistics about, 66 

synchronizing with SkyDrive, 851-852 

tables. See tables (Word) 

tags, 46, 101 

templates, 47, 97-98 

text-to-speech conversion, 337-338 

themes. See themes 

thumbnail display, 46 

tracking changes. See change tracking 

watermarks, 222 

word counts, 66 

wrapping text around images, 238-239 
Documents folder (SkyDrive), 842-843 
.docx file extension, 77, 81, 83 
Dodge, Mark, 423 
dollar signs ($), 361-363 
DOLLAR worksheet function, 371 
donut charts, 439 
.dot file extension, 77 
.dotm file extension, 77 
doughnut charts, 439 
downloading 

backup copies of Outlook data, 737 

changes to SharePoint files, 867 

e-mail message headers only, 790 

e-mail messages, 791 

locations of downloads, 806 

Microsoft Office 2010 Resource Kit, 24 

Microsoft Office Compatibility Pack, 88 

Office Environment Assessment Tool, 21 

Office from the Web, 27 

Office updates, 38 

Outlook Hotmail Connector, 714 

pictures from SharePoint libraries, 869 

PowerPoint Viewer, 595 

Protected View and, 92, 819 

Ribbon Hero, 826 

SharePoint library items, 869 

snapshots from Excel Web App, 856 

templates, 97, 98 

Windows Desktop Search, 534 

Windows Live Photo Gallery, 171 

Windows Live Writer, 314 

Word building blocks, 330 
.dqy file extension, 80 
Draft view (Word), 195-196 
dragging 

docked OneNote windows, 558 

files to link in OneNote pages, 531 

files to SkyDrive folders, 843 

PivotTable items, 411 
Draw Table command, 253, 256 

drawing, 54, 183-184, 253, 504-506, 858. See also graphics 
drawing layers, 150-151 



drawing tools, 54, 858 

DRM (digital rights management), 681 

drop caps, 313 

Drop- Down List Content Control (forms), 303 

drop-down lists, 474, 475 

Duarte's Five Rules, 594 

due dates, 555, 772, 773 

dummy text, 338-339 

duplicate contacts, 722 

duplicating 

animations, 624-625 

slides, 582, 588, 655-656 
duration of animations, 622, 623 

Duration option, animation timing, presentation slides, 623 
DVDs of presentations, 673 
Dynamic Content slide transitions, 630 



earlier versions of files, 819 

Edit Links dialog box (Excel), 481 

Edit Permissions page (SkyDrive), 846 

Edit Series dialog box (Excel), 440 

Edit Wrap Points command (Word), 239 

editing 

address book entries, 770 

animations, 622 

appointments, 726 

audio, 608 

author's name and initials tagging, 566 

changing fonts, 809 

chart data, 441-442 

checking files in or out from SharePoint, 865-867 

clip art, 173 

conditional formatting rules, 448 

data series for charts, 440 

disabled features in Protected View, 818-820 

document properties, 100-101 

e-mail account settings, 709 

e-mail signatures, 731 

enabling in Protected View, 819-820 

files on SharePoint sites, 870-871 

files on SkyDrive, 845 

files one person at a time, 826 

files simultaneously, 832-835, 866-867 

files with Office Web Apps, 837, 838, 840, 853, 854-855 

finding recently edited notebook pages, 539 

folder permissions, 844-846 

headers or footers, 224 

HTML code, 876 

hyperlinks, 53, 120 

keyboard shortcuts, 116 

meetings, 726 

notes with attached recordings, 570 

OneNote links, 532-533 

OneNote tags, 527 

Outlook display names, 737 
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page column layout in Word, 250 

Paste Options for, 109 

presentation handouts in Word, 646 

presentation text on slides, 593-595 

Quick Step actions, 761 

redoing changes, 115-116 

repeating changes, 115-116 

resolving conflicts, 834, 852 

ribbon tools, 53 

shared notebooks, 562 

SharePoint pages, 875-877 

slide comments, 662 

slide headers and footers, 610 

slide text, 593-595 

sparklines, 450 

spelling check dictionaries, 143 

styles, 232 

syncing changes to SkyDrive files, 851-852 

syncing notebook changes manually, 564-565 

table styles (Excel), 393 

text with speech recognition, 109 

text wrap around pictures, 239 

undoing changes, 115-116 

video clips, 605-607 

Windows registry, 692 
editing tools, 53 

Editing view, Web Apps, 853, 856, 857 
editions of Office. See names of specific editions 
effective interest rate, calculating, 367 
elapsed time, 461, 462 
e-mail 

account settings, 49, 690-691, 707-715 

addresses, hyperlinks to, 120 

alerts, 764 

appointment sharing via, 782, 784 

attachments to, 749, 799, 819 

automated message handling, 16 

automatic replies, 49 

calendar sharing via, 785-788 

cleaning up, 49, 756, 798 

contacts and, 716 

conversations, 755 

converting to appointments, 726 

creating, 729-732 

delaying, 730 

deleting redundant messages, 16 

deleting vs. permanently deleting, 766 

discussion lists vs. Contact Groups, 722 

finding and filtering, 753 

fonts, 810 

formatting, 730-731, 809-810 

formatting notebook pages as, 575 

HTML-formatted messages, 820 

ignoring messages, 16 

importing and exporting, 792 



inserting pictures from SharePoint libraries, 869 

junk mail filters, 820 

mailbox size tool, 798 

meeting invitations and, 780-782 

moving items between folders, 49 

organizing, 757-767 

overview, 694 

permissions, 49 

printing, 49 

properties, 49 

Protected View and attachments, 819 

Quick Steps feature, 758-762 

rules and alerts, 49, 758, 762-767 

save options for sent messages, 729 

searching, 744, 748, 753 

security features, 820-821 

sending, 730 

blocked files and executables, 821 
documents, 48 

notebook pages or sections, 557, 566, 575 
to notebooks, 506-507, 548-550 

servers, 710 

shared notebooks, links to, 563 

SharePoint file update notifications, 880-883 

signatures, 731 

SkyDrive files, links to, 847 

spam, 820 

threaded discussions view, 15-17, 755-756 

tracking message histories, 16-17 

unread count, displaying, 66 

webmail services, 714-715, 757, 786, 792 
e-mail discussion lists vs. Contact Groups, 722 
embedded audio clips, 607 
embedded fonts, 679-680 
embedded video clips, 605-607 
emphasis effects for slide animations, 617, 628 
encryption, 298, 822 

End Mode workbook navigation, 351-352 
engineering worksheet functions, 374 
entrance effects for slide animations, 617, 628 
entries in galleries, 55 
EOMONTH worksheet function, 370 
equal signs (=), 359, 745 
equal to comparisons, 446 
equation tools, 54, 493, 506 
equations. See mathematical equations 
erasing. See removing 
error messages 

data validation rules, 476 

Excel invalid data, 474, 477 

suppressing, 375 
errors in sorting, 400 
EVEN worksheet function, 374 
events, 694, 727, 880-882 
Everyone permission, 845 
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Excel 

documents. See workbooks and worksheets (Excel) 

Excel Web App, 838, 840-841, 853, 855-856 

favorite tips, 478-485 

file formats supported, 79-80 

new features, 12 

opening files from Office Web Apps, 840 

SharePoint site file sharing, 864-868 
Excel 97-2003 templates, 479 
Excel Options dialog box, 452, 478-479 
Excel Web App, 838, 840-841, 853, 855-856 
Excel Web Query File format, 874 
Excel.exe process, 455 
Exchange ActiveSync, 690, 788 
Exchange Anywhere, 713 

Exchange server, Microsoft, 707, 713-714, 736, 780, 791 
Exciting slide transitions option, 630 
executable files (.exe), 820-821 
exit effects for slide animations, 617, 628 
expanding 

Excel tables, 394-395 

navigation and tabs in OneNote, 521 

page lists in OneNote Web App, 858 

PivotTable data, 410 

search results lists, 540 

section lists in notebooks, 511 

Word outline levels, 247 
expiration dates (SkyDrive), 848 
exploding pie charts, 434 
exponential notation cell format, 384 
exporting 

documents as other formats, 48 

Excel data, 418 

lists to Excel workbooks, 874 

notebook data, 566-568 

OneNote audio or video, 570 

Outlook data, 792-796 

presentations to video, 595, 650, 673-674 

ribbon settings to other programs, 65 

tags to other OneNote installations, 529-530 

Word outlines into PowerPoint presentations, 597-599 
external data sources. See data sources 
external references (Excel), 480 



FALSE results (data validation), 476 
Favorites 

saving SkyDrive locations as, 849 

Search folders as, 752 

SharePoint server links, 864 

SkyDrive Favorites folder, 842-843 
feeds, 803-807, 882-883 
field codes (Word documents) 

captions, 271 

codes vs. results, 333 

displaying, 271 



{INDEX} code, 277 

inserting fields, 334 

keyboard shortcuts, 334 

marking index entries, 275-276, 277 

marking tables of contents, 275 

switching views from codes to results, 333 

updating, 271 

{XE} code, 275-276 
fields (PivotCharts), 428-429 
fields (PivotTables), 407-413 
fields (Word), 333, 334 
figure captions, 270-271 
file attachments. See attaching files to notebook pages; 

attachments to e-mail 
File Block feature, 819, 824 
file formats. See also specific formats 

audio, 571 

comma-separated values (.csv), 793 

compatibility issues, 76-77, 87-90 

compatibility mode, 89 

Excel, 79-80 

Microsoft Excel Web Query (.iqy), 874 

OneNote, 81, 492, 493, 567 

OOXML (Office Open XML), 85 

Outlook, 84, 690, 734, 736, 793-794 

overview, 76-77 

PDF, 595 

PowerPoint, 82-83, 595, 656 

setting defaults, 86-87 

video, 571 

Word, 77-78 
file locations, 27, 492 
file paths, 531, 839 
file properties, 102-103 
file size 

audio and video, 571 

displaying, 46 

Outlook data files, 737 
files. See also data files 

attaching to e-mails, 749, 799 

Backstage view of SkyDrive folders, 850 

checking in or out of libraries, 865-867 

closing, 45 

comparing, 53 

compressing presentations, 596-597 

converting to PDF format, 48 

converting to XPS format, 48 

creating in SkyDrive folders, 844 

creation dates, 46 

digital signatures, 299, 822 

earlier versions of, 819 

encrypting, 822 

File Block settings, 824 

finding, 102-103 

flattening into images, 597 

formats. See file formats 
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hyperlinks to, 119-120 

in-use warnings, 832 

linking to OneNote pages, 531 

managing in SharePoint libraries, 870-871 

managing in SkyDrive, 848-850 

managing Outlook files, 733-740 

modification dates, 46 

opening, 45 

paths for Office Web Apps, 839 

permissions, 822 

personal and confidential information, 821-822 

protecting presentations, 663 

recently used, 46, 336-337 

recovery, 11 

renaming, 45 

saving, 45 

saving to networks, 48 

saving to the web, 48 

sending as faxes, 48 

sending links to SkyDrive files, 847-848 

SharePoint addresses, 864 

SharePoint templates for, 872 

size, 46, 571, 737 

synchronizing with SkyDrive, 851-852 

tracking changes, 53 

update notifications, 867 

uploading to SkyDrive, 843 
filler text, generating, 338-339 
filling 

data across worksheets, 467 

data series with data, 483-484 
fills 

gradients, 308, 445 

shapes, 177 

text colors, 308 

text effects, 182-183 
Filter E-Mail menu, 753 
filtering 

chart data, 428-429 

e-mail, 753, 820 

Excel limitations, 402 

Excel tables, 389, 401-404 

Excel Web App features, 855 

files by properties, 102-103 

junk mail, 820 

notebook tag searches, 540 

PivotTable data, 412 

SharePoint library views, 872 

Word documents, by change type, 287 
filters (graphic), 166-167 
financial worksheet functions, 366-367 
Find And Replace dialog box, 465 
Find feature, 136, 753. See also finding and replacing; 

finding and searching 
FIND function, 468 
Find option for archiving Outlook data, 798-799 
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Excel shortcuts for, 465 
ribbon tools, 53 
text, 136-138, 214 
text formatting, 136-138 
finding and searching 

Address Book information, 769 

for all word forms, 211 

archiving Outlook data with find options, 798-799 

for clip art, 172-173 

in closed or open notebooks, 536 

contact information, 720, 749-750 

cross-program comparison of find features, 136 

date search queries, 746-747 

e-mail messages, 748, 753 

by Excel cell or data types, 482-483 

for Excel data with filters, 401-402 

Excel shortcuts for, 465 

Excel worksheets quickly, 456 

for files by properties, 102-103 

for files to open, 91 

FIND and SEARCH functions, 468 

for handwritten comments, 281 

for highlighted text, 213 

for homonyms, 211 

for invalid data, 478 

keyword searching, 539, 745-751 

logical operators, 746 

new features, 10 

for nonstandard characters, 212 

in OneNote pages and notebooks, 491, 534-542 

for OneNote recently modified pages, 539 

OneNote Search Results pane, 537-538 

OneNote search scope, 537, 538 

OneNote Summary pages, 541-542 

for OneNote tagged items, 523, 540-542 

Outlook criteria, 744-747 

Outlook features for, 720, 741-753, 769 

in Outlook folders, 720, 742-743, 751-753, 763 

Outlook Instant Search feature, 741-753 

Outlook Search folders, 751-753, 763 

for Outlook tasks, 751 

in passworded notebook sections, 565 

repeating searches, 213 

scope of search, setting, 742-743 

Search folders as Favorites, 752 

Silverlight plug-in and, 853 

for special characters, 212 

for text formatting, 212-213 

for themes, 186 

tracking and highlighting Word changes, 288 

updating Windows XP for search, 534 

wildcard characters, 211 

Windows Search, 741, 747 

for Word comments, 281 

Word overview, 210-211, 212-213 
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Firefox, 567, 838, 853 

first names, 718 

fitting printouts on pages, 470 

Five Rules presentation, PowerPoint, 616 

fixed table column widths, 255 

FIXED worksheet function, 371-372 

Flag options for follow-up in Outlook, 771-773 

flagging tasks, 554-555, 774-776 

Flash video, 605 

flattening presentations into images, 597 

Float In entrance slide animation effect, 620 

floating notes windows, 574 

Fly In entrance slide animation effect, 619 

folders 

limiting search to, 742 
Outlook 

archives, 800 
Cleanup Tools, 799-801 
folder organization, 738-740, 763 
pop-out lists of, 703 
searches, 720, 742-743, 751-753, 763 
Suggested Contacts, 813 
temporary folders, 796 
permissions for, 842 
search folders, 751 
searching in, 748 
SharePoint sites, 869-872 
SkyDrive, 842-843, 848-850, 851 
Backstage view, 850 
folder links, 847-848 
permissions, 844-846 
properties, 848 
subfolders, 842 
syncing, 851-852 
types, 848, 850 
follow-up flags for Outlook items, 771-777 
fonts. See also text formatting 
charts, 442 

color, specifying with styles, 235 
deleting, 128 
e-mail defaults, 809 
embedding in presentations, 679-680 
Excel defaults, 479 
Excel table formatting, 391-394 
Excel Web App features, 855 
hiding, 128 

license restrictions on, 680 
notebook defaults, 67, 68 
notebook page titles, 517 
notebook text, 508-509 
Office Web App views, 838-839 
OneNote tags, 528 
size, 854, 855 
styles and, 235 
substituting, 216 
themes, 127-128, 186, 611 



Web App editing and, 854 

Word features, 312 

workbook defaults, 67 
footers and headers. See headers and footers 
Form libraries (SharePoint), 869 
Format Axis dialog box, 428 

Format Background dialog box (PowerPoint), 612-613 
Format Cells dialog box, 458 
Format Data Labels dialog box, 433-434 
Format Data Series dialog box, 435, 443 
Format Painter, 13, 128-129, 508 
Format Text Effects dialog box (Word), 309 
formatting. See also fonts; layouts; text formatting; themes 

changes not tracked, 829 

chart elements, 426 

charts, 442-444 

conditional formatting for chart data, 444-450 

copying. See also Format Painter 
graphic formatting, 178 
presentation designs, 657 
styles between documents or templates, 233 
text formatting, 128-129 
Word section formatting, 250 
worksheet cell formats, 355 

date or time information, 727 

e-mail messages, 730-731, 809-810 

Excel tables with styles, 391-394 

formatting marks in Word, 221, 336 

galleries of predefined options, 54 

notebook lists, 498-500 

notebook page titles, 517-518 

notebook text, 508-509 

in Office Web App views, 838-839 

outlines, 587 

PivotTables, 409, 413-415 

ribbon tools, 53 

SharePoint pages, 876 

slide backgrounds, 612-613 

slide text, 587, 608, 679-680 

text. See text formatting 

Web App editing and, 853, 854 

Word documents. See text formatting 

workbook settings, 478-479 

worksheets, 458-464 
forms (Outlook), 53, 864, 869 
forms (Word) 

advantages of, 301 

building blocks, selecting, 303 

calendar, displaying, 303, 306 

check boxes, 303 

combo boxes, 303 

Compatibility Mode restrictions, 304 

content controls, 302-306 

converting controls to text, 305 

dates, selecting from a calendar, 303, 306 

drop-down lists, 303 
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editing restrictions, 305-306 

fields, adding, 302 

formatted text, allowing, 303 

Legacy Tools, 303 

pictures, 302, 303 

plain text in, 302 

properties, setting, 304-305 

protecting, 305-306 

rich text in, 302 

SharePoint site libraries, 864, 869 

table layout, 302 

templates for Word forms, 301 
formula bar, 452 
formulas (Excel). See also functions 

absolute references, 361-363 

arithmetic operations, 358 

AutoSum, 359 

concatenating text, 360-361 

constants, 356 

copying, 465 

data validation rules, 476 

elements of, 356 

Excel Web App features, 856 

finding cells with, 483 

functions, 357 

hiding formula bar, 452 

intersection operator, 361 

keyboard shortcuts, 358 

making comparisons, 359-360 

mixed references, 361-363 

naming, 349, 359 

nested functions, 357 

operators, 357-358 

order of operations, 363 

preventing accidental copies of, 396 

range operators, 361 

references, 356 

relative references, 361-363 

= SUM, 359 

summing numbers, 359 

symbols in, 397 

in Total rows, 395-396 

validating data for, 474-478 
formulas (Word tables), 260-261 
forums (SharePoint sites), 864 
Forward button (Open dialog box), 91 
forward slashes (/), 358 
fractions, 383 

freezing worksheet panes, 456-457 
frequency of alerts, 882 
Friends permission, 845 
Full Control permission, 861-862, 863 
Full Name field, Outlook contacts, 718 
Full Page view (OneNote), 521 
Full Screen presentations, 634 
Full Screen Reading view (Word), 194-195 



functions 

arguments, listing, 365 
built-in 

date and time, 368-370 

engineering, 374-375 

financial, 366-367 

information, 375 

logical, 372-373 

lookup and reference/database/cube, 375-376 

math and trigonometry, 373-374 

statistical, 373 

text, 370-372 
case formatting, 371 
compatibility issues, 376 
converting Arabic numerals to Roman, 374 
converting date/time text to date/time values, 370 
converting text to numbers, 372 
converting values to text, 371-372 
error messages, suppressing, 375 
filling blanks with default values, 375 
inserting in formulas, 363-365 
invalid, troubleshooting, 365 
listing, 365 

measurement system conversions, 374 
Not Applicable error message, 375 
removing unwanted characters, 371 
rounding numbers, 371-372, 374 
system environment information, returning, 375 
table management, 376 



galleries 

adding to the Quick Access Toolbar, 56 

Artist Effects for pictures, 166-167 

categories, creating, 332 

changing entries, 55 

creating entries, 55 

description, 54 

live previews, 54, 57 

mathematical equation components, 120, 122 

picture styles, 167-168 

pictures, borders, and shadows, 54-55 

predefined formatting options, 54 

Quick Style, 226-228, 233 

saving changes to, 56 

shape styles, 177-178 

text effects, 183, 308 

themes, 55 

Windows Live Photo Gallery, 171 

Word building blocks, 330 

Word styles, 226 
GAMMADIST worksheet function, 376 
GAMMA.DIST worksheet function, 376 
gaps between chart groups, 443 
General options (Backstage view), 67-68 
General options (saving), 94 
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General tab for Word, Excel, PowerPoint, 67-68 

generating random numbers, 484-485 

Get External Data group, 416 

.gif file extension, 83 

globally unique identifiers (GUIDs), 533, 551 

glow effects, 167-168, 178, 308 

Gmail, 715, 781 

Go To dialog box 

navigating in Excel, 481-483 

navigating Word comments, 283 

navigating Word documents, 206 
Go To Special dialog box, 482-483 
Google Calendar, 787 
gradients, 308, 445 

grammar checking, 53, 242-243. See also spelling check 
grand totals in PivotTables, 413 
graphics. See also clip art; photographs and pictures; shapes 

aligning objects, 155-156, 603 

animated GIFs, 605 

backgrounds for notebook pages, 519 

bullets, 684 

clip art, 624 

clipping, 221 

combining shapes, 604 

contacts' pictures, 810 

copying, 178 

copying formats, 178 

default names, 153 

dimensional units of measure, 160 

distributing objects evenly, 155-156 

drawing layers, 150-151 

drawing with ink, 54, 183-184 

in Excel, 155, 448 

flattening files into images, 597 

grouping, 160-162, 604-605 

handwritten text as, 184 

inserting into slides, 602-603 

In Line With Text style, 154 

moving objects, 154, 178 

in Office Web App views, 838-839, 854, 855, 857, 858 

on OneNote pages, 502 

OneNote tagging, 525 

OneNote Web App features, 858 

in Outlook, 154 

pen input, 183-184 

Photo Album feature, 670-672 

Picture libraries (SharePoint), 869 

picture styles, 857 

Picture With Caption slides, 584 

PowerPoint Web App features, 857 

precision placement, 154 

presentations, 154-155, 601-605, 624, 670-672, 684 

renaming, 153 

resizing, 157-159 

rotating, 157-159 

selecting, 151-153 



Selection And Visibility pane, 152-153 

on SharePoint pages, 876 

in SharePoint site libraries, 864 

stacking objects, 156-157 

text wrapping style, 154 

types of, 149-150. See also specific types 

visibility, 153 

in Word, 154, 237-240 

in Word Web App, 854, 855 
grayscale printing, 644-645 
greater than comparisons, 446 
greater than or equal to operators (> =), 359 
greater than operators (>), 359, 745 
Greek text, generating, 338-339 
green check marks, 564 
green spinning arrows, 564 
green squiggly underlines, 242 
Grid And Guides dialog box, 603-604 
gridlines 

charts, 424, 426 

dividing charts into quadrants, 437 

hiding, 452 

hiding before printing, 473 

notebook pages, 518-519 

slides, 603-604 

toggling on or off, 53 
Groove Workspace, 867 
grouping 

calendars, 779 

contacts, 697, 721 

found tagged items, 540 

graphic objects, 160-162 

notebook sections, 511-513 

PivotTable data, 412-413 

sections in OneNote, 491 

SharePoint library views, 872 

worksheets (Excel), 467 
Grouping dialog box, 413 
groups of people 

adding SkyDrive permissions for, 846 

Outlook Contact Groups, 721, 722 

SharePoint 2010, 861-863 
guides, 603-604 
GUIDs (globally unique identifiers), 533, 551 

H 

hackers, 818, 820, 821. See also security 

Handout Master view, 585, 592, 669 

handouts, 642, 643-647, 669 

handwritten text, 184, 504-506 

HDTV format, 609 

Header And Footer dialog box, 610 

header rows (Excel) 
detecting for tables, 388 
hiding or displaying, 392 
nonscrolling table headings, 389 
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repeating on printed worksheets, 473 
headers (PivotTable fields), 412 
headers (presentation sections), 583 
headers and footers 

footers (printed worksheets), 470 

footers (Word documents), 196, 222-224 

presentation handouts, 646 

presentation slides, 610-611 

SharePoint pages, 876 

Word Web App missing support, 854 
headings (Word documents), 203-204, 246, 247-248, 269 
Help 

Backstage view, 49 

balloon tips, 71 

for commands, 71 

Help tab, 49 

for keyboard shortcuts, 71 

for slide shows, 640 

support options, 70-71 
hidden Excel columns or rows, 483 
hidden notebook page titles, 518 
hidden slides, 657, 659 
hidden Word text, 217-218 
Hide & Unhide group, 453-454 
hiding 

audio icons, 681 

author's names, 566 

browser interface, 838 

date and time stamps, 517 

fonts, 128 

formula bar, 452 

header rows (Excel), 392 

Hide & Unhide group, 453-454 

interface tabs, 838 

Navigation pane, 704 

nonplaying videos, 606 

note containers, 495 

notebook gridlines, 519 

notebook page titles, 517, 518 

notebook rule lines, 519 

OneNote Quick Launcher, 573 

Outlook elements, 704, 705 

PivotTable totals or grand totals, 413 

PowerPoint interface elements, 595 

Quick Access Toolbar, 62 

ribbon, 54, 452 

ribbon tabs, 59 

scroll bars, 452 

slide background elements, 612 

slide backgrounds, 606 

slides, 657, 659, 856 

slides during slide shows, 657 

To- Do Bar, 705 

toolbars, 838 

video clips during slide shows, 606 

worksheet gridlines, 452, 473 



worksheet row and column headers, 452, 473, 829 

worksheet rows and columns, 453-454 

worksheet rulers, 452 

worksheet sheet tabs, 452 
Highlight Cells Rules option, 446 
Highlight Changes dialog box, 828-829 
highlighting 

applying highlighting, 218 

cells, 446 

changes in Excel files, 828-829 

changes in Word documents. See change tracking 

data in charts, 444-450 

Full Screen Reading view and, 194 

hiding, 218 

invalid data, 478 

notebook items, 504-506 

notebook keyboard shortcuts, 509 

notebook tags, 528 

removing, 218 

searching for highlighted Word text, 213 

shading, 218 

with styles, 218 

synchronized changes, 566 

with Text Highlight tool, 218 

Word Web App features, 854 
history 

of changes in Excel, 829, 830 

document changes, 828 

notebook changes, 573 

SharePoint web pages, 876 

Sky Drive account access, 849 

visited cells, 481 
History worksheet, 830 
holidays on calendar, 778 
Home and Business edition, 7-8, 25 
Home and Student edition, 7, 25 
Home Members group, 862 
Home page (SharePoint), 875 
Home Page tool (Word), 317 
Home ribbon tab, 53 
home.aspx page, 849 
homonyms, 211 
hosted SharePoint sites, 860 
hot spots in slides, 678-679 
Hotmail. See Windows Live Hotmail 
HOUR worksheet function, 369 
hours, 462 

.htm file extension, 78, 80, 83, 84 
HTML code, editing, 319, 876 
.html file extension, 78, 80, 83, 84 
HTML-formatted messages, 731, 820 
hyperlinks. See also linking 

to bookmarks, 119-120 

copying from OneNote, 553 

creating, 53 

within current document, 119-120 
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hyperlinks, continued 

deleting, 120 

display text for, 120 

editing, 53, 120 

to e-mail addresses, 120 

to existing documents, files, or web pages, 119-120 

inserting in text, 119-120 

linking OneNote and Outlook data, 548 

to new documents, 119-120 

to notebook pages, 517, 530-533. See also linking 

opening, 120 

in presentations, 674-675 

ScreenTips, 120 

target frames, 120 
hyphenation, 201-202 
hyphens (-), 400 



iCalendar format, 782, 785 

Icon Sets conditional formatting, 448 

icons 

displaying in Excel cells, 448 

OneNote tags, 523, 528 

OneNote task management, 554-555 

Quick Access Toolbar, 63 

removing or rearranging in Outlook, 703 

ribbon commands, 60-61 
.ics file extension, 84, 782 
ID, Windows Live. See Windows Live ID 
IF worksheet function, 372-373 
IFERROR worksheet function, 373 
images. See graphics 
IMAP (Internet Mail Access Protocol) incoming mail server, 

710, 736, 772, 791-792 
Import And Export Wizard, 792-793 
Import Spreadsheet option, 873-875 
Important tags, 523 
importing 

bullets, 684 

custom number formats, 459 

data into Excel, 415-419 

mail, Vista and, 793 

Outlook data, 792-796 

tables into SharePoint lists, 874 

tags to other OneNote installations, 529-530 

text files into Excel, 416-418 

worksheets into SharePoint lists, 873-875 
In Line With Text style, 154 
Inbox, 738-739, 740, 791, 813 
Inbox Repair Tool, 813 
In-Cell Dropdown check box, 475 
incoming mail servers, 710, 735, 791 
indenting 

notebook text, 508 

PivotTable data, 414 



subpages (notebooks), 515 

text with tabs, 200 
{INDEX} field code, 277 
indexes (Word documents), 275-277 
Info options (Backstage view), 46 
Info tab 

Backstage view, 49 

OneNote, 49 

Outlook, 49 

Word, Excel, PowerPoint, 46 
INFO worksheet function, 375 
InfoBar, Outlook Reading pane, 707 
InfoPath, 20, 869 

Information option (data validation), 477 
Information Rights Management (IRM), 298, 822 
initials, 566, 826 

ink objects, 54, 504-506. See also graphics 
input devices (laser pointers), 638 
Insert Captions tool, 271 
Insert Category tool, 317 
Insert Hyperlink dialog box, 119-120 
Insert ribbon tab, 53 
Insert Symbol, 110-112 
Insert Table command, 253, 254-255 
inserting. See also importing; linking 

blog categories, 317 

captions, 271 

dates on notebook pages, 498 

graphics on slides, 602-603 

hyperlinks, 119-120 

Insert ribbon tab, 53 

links to external references, 480 

page breaks (Excel), 472 

pictures in OneNote, 502 

symbols, 110-112, 462 

tables, 253, 254-255 

text, 107 
insertion point, 107, 108 
inspecting document properties, 46 
Installation Options tab, 26-27 
Installed On First Use option, 27 
installing Office. See also upgrading Office 

activating, 35-37 

activation status, 37 

complete components, 27 

customizing installation, 34-35 

file locations, 27 

first use of components, 27 

identifying installed Office editions, 9 

Installation Options tab, 26-27 

licensing agreements, 29 

on multiple computers, 24 

Not Available option, 27 

omitting unwanted components, 27 

over previous versions, 25 

previewing components, 26-27 



keyboard shortcuts (Word) 907 



product keys, 35-36, 37 

Q drive error messages, 28 

from retail media, 24-27 

retaining previous versions, 32-33 

Run All From My Computer option, 27 

Run From My Computer option, 27 

selecting components, 25 

subcomponents, 27 

uninstalling, 33 

update settings, 39 

updates, checking for, 38-39 

user information, 27 

validating copies, 35-37 

volume-licensed copies, 37 

from the Web (Click-to-Run), 27-30 
installing SharePoint 2010, 860 
instant messaging, 716, 847 
Instant Search feature, 534, 741-753 
INT worksheet function, 374 
Internet. See the web 
Internet E-Mail Settings dialog box, 711 
Internet Explorer 

Linked Notes feature and, 557 

multiple-file uploads, 843 

Office Web Apps support, 838 

opening .mht files, 567 

RSS feeds, 882 

sending clippings to OneNote, 502-504 

Silverlight plug-in, 853 
Internet Fax, 48 
Internet Mail Access Protocol (IMAP) incoming mail server, 

710, 736, 772, 791-792 
Internet service providers (ISPs), 712 
Internet-standard mail servers, 710 
interruptions during slide shows, 641 
intersecting shapes, 604 
intersection operator in formulas, 361 
invalid data, 474-478 
investments, charting performance, 438 
invitations to meetings, 695-696, 726, 780-782 
IPMT worksheet function, 367 
.iqy file extension, 80, 874 
IrfanView picture management, 171 
IRM (Information Rights Management), 298 
ISBLANK worksheet function, 375 
ISERROR worksheet function, 375 
ISPs (Internet service providers), 712 
italic text, 508 



Journal items in Outlook, 700 

jpg file extension, 83 

jumping to bookmarks (Word documents), 269 

junk mail filters, 820 

Just Me permission, 846 



keyboard shortcuts (all programs). See also specific 
programs below 

accelerator keys, 72 

Clipboard, 129 

customizing, 71-72 

deleting text, 109 

displaying, 71 

from earlier versions of Office, 73 

editing text, 116 

entering text, 112, 114 

finding and replacing, 137 

Help for, 71 

insertion point, 108 

multiple keystrokes, 72 

opening files, 91, 95 

overview, 71-73 

saving files, 95 

selecting graphics, 152 

selecting text, 108 

text formatting, 124, 126 
keyboard shortcuts (Excel) 

cell formats, 378-379, 458, 460 

copying cell contents, 465 

finding and replacing data, 465 

finding recently viewed cells, 481 

formulas, 358 

navigation, 350-351 
keyboard shortcuts (OneNote) 

bulleted lists, 499 

formatting text, 508 

magnifying views, 510 

moving items on pages, 497 

page entries, 13 

page shortcuts, 513 

screen clippings, 504 

searching pages, 534, 536 

switching notebooks, 511 

tables, 502 

tags, 525 

text styles, 509 
keyboard shortcuts (Outlook) 

new items, 693 

Quick Step actions, 761 

unconventional, 789 

viewing options, 700 
keyboard shortcuts (PowerPoint), 636 
keyboard shortcuts (Word) 

applying styles, 228 

deleting, 113 

displaying, 113 

field codes, 334 

formatting text, 217, 220 

navigating, 207 

outlines, 247 

SmartArt, 181 
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keyboard shortcuts (Word), continued 

specifying, 113 

tables, 258 

tracking changes, 286 

window management, 209 
keywords, 539, 745-751 
kiosk presentations, 634 
knowledge bases, 869 



labels. See also tags 

charts, 425, 433-434, 442 

Excel columns or rows, 457 

mailing, 320 

PivotTables, 409 

Quick Access Toolbar, 63 

source data, 439 
landscape orientation, 470 
languages, 53, 140, 145-148 
laser pointers, mouse as, 638 
last day of month, calculating, 370 
last names, 718 

layering animation effects, 618-622 
layouts 

custom presentations, 667-670 

Office Web App views, 838-839 

Photo Albums, 672 

PowerPoint Web App features, 856 

presentation Master views, 585, 591-592, 665-670 

presentation page options, 608-611 

presentation slides, 581-584 

SharePoint pages, 876 
LEFT function, 468 

LEFT range (Word table formulas), 261 
legacy files, Protected View and, 819 
Legacy Tools (Word forms), 303 
legends, 424, 425, 427, 439 
LEN function, 468 
less than comparisons, 446 
less than or equal to operators (<=), 359 
less than operators (<), 359, 745 
libraries 

checking files in or out, 865-867 

customizing settings and permissions, 871-872 

managing files in, 870-871 

SharePoint alerts for updates, 881 

SharePoint site libraries, 864, 869-872 
licensing agreements, 20, 29 
licensing fonts, 680 
ligatures, 310, 312 
line breaks, 201-202, 467 
line charts (Excel), 424, 432-433, 443, 450 
line color, 183, 256, 307 
line count, 66 
line illustrations. See shapes 



line numbers (Word documents), 242 

line spacing, 125, 220 

line sparklines, 450 

line styles, 177, 256, 307, 458-459 

line weight, 177, 183, 256, 307 

lining up numbers, 310-312 

Link dialog box (OneNote), 120, 531, 533 

Link To Outlook Item command, 550 

Linked Contact Notes button, 549 

Linked Notes features, 557-561 

linked styles in Word, 313-314 

linking. See also hyperlinks 

action buttons, 675 

all contacts to notebooks, 551 

appointments to notebooks vs. copying, 551 

audio in presentations, 607 

copied text in notebooks, 559 

copying links from notebooks, 553, 561 

Linked Notes feature, 557-561 

losing links in notebook conversions, 493 

notebook pages to files, web pages, or other pages, 
530-533 

notebooks to Outlook, 506-507, 548, 858 

pasting links into slides, 647 

in presentations, 605, 609, 674-675 

relinking notebooks to other content, 561 

sending links to shared notebooks, 563 

sending links to SkyDrive files, 847-848 

SharePoint pages to Outlook data, 877-880 

to SharePoint site lists, 873 

slide text to Word handouts, 647 

wiki-style links, 869 

to workbooks and worksheets, 480 

workbooks to SharePoint lists, 874 
listening to audio or video, 570 
lists 

connecting to Outlook data, 877-880 

creating in notebooks, 498-500 

exporting as Web Query files, 874 

history of workbook changes, 830 

SharePoint alerts for updates, 881 

SharePoint websites, 864 

Word document features, 240-242 
lists (Excel legacy feature), 387-388, 856 

alternatives to, 387 

customization, 483-484 

data validation, 475 

importing worksheets into, 873-875 
live delivery of presentations, 632-641 
Live Photo Gallery, 171 
Live Preview, 67, 603 
live previews, 54, 57, 67, 603 
loan payoff, calculating, 367 
local copies of shared notebooks, 562 
local networks. See networks 
locked files, 833 
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locking 

Excel row or column headers, 457 

Excel worksheet panes, 456-457 

files, 833 
logical operators, 746 
logical worksheet functions, 372-373 
lookup and reference worksheet functions, 375-376 
looping presentations, 634 
= lorem() command, 339 
Lorem ipsum text, generating, 339 
LOWER worksheet function, 371 

M 

macros, 53, 479, 818 

magnifying documents. See zooming views 

mail. See e-mail 

mail merge 

connecting data files to documents, 322-324 

data fields, 324-326 

document layout, 322 

document types, 321 

header records in data files, 323 

Mail Merge Wizard, 320-322 

overview, 319 

previewing results, 322, 326 

printing envelopes or labels, 320 

selecting data records, 322 

starting documents, 321 
Mail Setup dialog box, 690-691 
Mailbox Cleanup dialog box, 798 
mailbox size tool, 798 
mailing lists vs. Contact Groups, 722 
malware, 818, 820 

Manage Accounts tool (Word blogs), 318 
Manage Quick Steps dialog box, 762 
Manage Styles dialog box (Word), 232-233 
manual archiving, 799 
manual syncing, 564-565 
manual table formatting, 391 
manual workbook page breaks, 472-473 
Map Network Drive command, 94 
margins 

notebook pages, 520 

printed worksheets, 470 

Word documents, 196, 221-222 
marking documents as final, 297 
marking tasks complete, 525-526 

markups. See also change tracking; review comments (Word 
documents) 

highlighting in notebooks, 506 

SharePoint pages, 876 
Master views (PowerPoint), 585, 591-592, 665-670 
matching rules for data validation, 474-478 
math symbols, 122 
math worksheet functions, 373-374 



mathematical equations. See also arithmetic operations; 
numbers 

AutoCorrect and, 123 

component galleries, 120, 122 

equation tools in notebooks, 493, 506 

inserting in text, 120-123 

math symbols, 122 

replacing existing equations, 121 

ribbon tools, 54 

tools for, 121-122 
.mdb file extension, 80, 416 
.mde file extension, 80 
measurement system conversions, 374 
meetings 

connecting OneNote and Outlook data, 548, 551-553 

creating new, 726 

invitation management, 695-696, 726, 780-782 

overview, 695 

recurring, 727-728 

searching for, 750 

sending to notebooks, 506-507 

time zones, 810 
merging. See also synchronizing 

changes in shared notebooks, 562 

combining shapes, 604 

contacts in Outlook, 723 

note containers, 495 

notebook sections, 511 

presentations, 663-665 

SharePoint file changes, 867 

SkyDrive file changes, 851-852 

Word table cells, 266 
messages. See alerts; e-mail; error messages; notifications 
metadata in documents, 99 
.mht file extension, 78, 80, 81, 83, 84, 567 
.mhtl file extension, 78, 80, 81, 83, 84 
MHTML file format, 567 
Microsoft Excel 2010 Inside Out, 423 
Microsoft Exchange ActiveSync, 690, 788 
Microsoft Exchange server, 707, 713-714, 736, 791 
Microsoft InfoPath, 20, 869 
Microsoft OneNote section format (.one), 493 
Microsoft OneNote Table Of Contents format (.onetoc2), 

493 
Microsoft Online, 860 
Microsoft Outlook Inbox Repair Tool, 813 
Microsoft products. See specific products 
Microsoft SharePoint Foundation 2010, 841 
Microsoft SharePoint Server 2010, 841. See also SharePoint 

2010 
Microsoft SharePoint Workspace 2010, 867 
MID function, 468 
milestones, 554 
MIME HTML file format, 567 
Mini toolbar, 67 
Mini Translator, 146-148 
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minus signs (-), 358 

MINUTE worksheet function, 369 

minutes, 369, 462 

mixed references in formulas, 361-363 

modified date searches, 748 

Modify PivotTable Quick Style dialog box, 414 

Modify Table Quick Style dialog box, 393 

modifying. See editing 

monitors 

docked OneNote windows and, 558 

formatting presentations for, 609 

multimonitor presentation setup, 634, 639-641, 653 

widescreen calendar display, 706 
monochrome printing option, 644-645 
MONTH worksheet function, 369 
months 

custom Excel formats, 461 

filtering Excel tables by, 402-403 

MONTH worksheet function, 369 

Outlook views, 705 

searching by, 747 
motion path slide effects, 617 
mouse as laser pointer, 638 
mouse clicks 

presentation action buttons, 677 

timing for slide animations, 622, 624 
mouse over actions, 677 
mouse pointers, 107 
Move Chart dialog box, 423 
moving. See also navigating 

calendar information, 779 

charts on worksheets, 423 

within documents. See navigating 

e-mail items between folders, 49 

files in SkyDrive, 848 

graphic objects, 154, 178 

note containers, 495 

notebook files, 492-493 

notebook page tabs, 522 

notebook pages, 513 

notebook pictures, 502 

notebook scroll bars, 522 

notebook sections, 511 

notebook text, 497 

Outlook folders and items, 801 

PivotTable items, 411 

Quick Access Toolbar, 62 

shapes, 176 

slide objects, 582, 588, 655-656 

tags in list, 526 

Word tables, 267 
.msg file extension, 84 
multimonitor setup 

docked OneNote windows and, 558 

presentations, 634, 639-641, 653 

Windows Vista and, 641 



multiple calendars, 778 

multiple-file uploads, 843 

musical background for presentation, 680-681 

My Documents folder (SkyDrive), 842 

My Friends And Their Friends permission, 845 

N 

NA worksheet function, 375 
names 

contacts, 718 

e-mail accounts, 711 

Excel tables, 389 

notebooks, 492 

objects in presentations, 620 

OneNote tags, 528 

Quick Steps, 759, 760 

searching for, 748, 749 

slide layouts, 668 

user names, 826 

worksheet cell ranges, 349-350 

worksheet formulas, 349, 359 
narration, 631-632 
navigating. See also moving 

by browse targets in Word, 205-206 

collapsing or expanding OneNote Navigation bar, 521-522 

to document thumbnail views, 204 

jumping to bookmarks, 269 

to last document edit location, 207 

Navigation bar, 522 

to notebook pages or sections, 511, 513 

Outlook Navigation pane, 700, 702-704 

presentation slides, 677 

scrolling with a stylus, 207 

in slide shows, 636-637 

to Word document changes, 288 

by Word document elements, 205-206 

in Word document outlines, 247-248 

in Word documents, 203-207 

to Word headings, 203-204 

Word keyboard shortcuts, 207 

Word Navigation pane, 191 

to Word review comments, 282-283 

in Word tables, 258 

in workbooks, 481-483 
navigation buttons, slides, 677 
Navigation pane 

adding tool to Quick Access Toolbar, 336 

displaying or hiding, 336 

new features, 10 

Open dialog box, 92 

Outlook, 700, 701, 702-704 

Word documents, 191 
negative numbers, 380, 459, 460 
nested functions, 357 
networks 

attached files in OneNote and, 507 
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saving files to, 48 

SharePoint 2010, 859 

SharePoint server links, 864 

sharing notebooks on, 493, 561 

sharing workbooks on, 829 

simultaneously editing documents on, 832-835 

unavailable servers, 851 
New Alert dialog box, 881 
New Backstage view, 47 
New Comment tool, 336 
new features 

Backstage view, 5-6 

collaborating on Office files, 17 

desktop publishing, 10-11 

document recovery, 11 

Excel, 12 

Navigation pane, 10 

OneNote, 12-14 

Outlook, 15-17 

picture-editing tools, 6-7 

PivotTables, 12 

PowerPoint, 14-15 

restoring draft versions, 11 

the ribbon, 4-5 

rolling back changes, 11 

search capability, 10 

sharing Office files, 17 

sparklines, 12 

text effects, 11 
New Formatting Rule dialog box, 448 
New Search Folder dialog box, 751 
New tab 

Backstage view, 49 

OneNote, 49 

Word, Excel, PowerPoint, 47 
New Table Quick Style dialog box, 393 
New tool (Quick Access Toolbar), 336 
No symbol, 564 
nonbreaking spaces, 202 
nonscrolling Excel rows or columns, 457 
nonzero digits, 461 
Normal style, 237 

Normal view (PowerPoint), 580, 585, 586-588, 616 
Normal.dotm template, 224 
Not Applicable error message, 375 
Not Available option, 27 
not equal operators (<>), 359 
NOT searches, 745 
NOT worksheet function, 373 
note containers, 495-496, 514 
notebooks (OneNote). See also pages (notebooks) 

attaching files to pages, 507 

Backstage view of SkyDrive folders, 850 

connecting to Outlook items, 506-507, 547-557 

converting older versions of, 493 

creating and opening, 491-495 



creating in SkyDrive folders, 844 

deleting, 515-516 

docking, 13 

docking for notetaking, 558 

in Document libraries (SharePoint), 869 

editing in browsers, 840 

editing with Office Web Apps, 838 

exporting, 566-568 

features of, 490-495 

file formats supported, 81, 492, 493 

Format Painter, 13 

keyboard shortcuts, 13 

keywording, 539 

linking to documents, 557-561 

linking to other notebooks, 532 

moving, 492-493 

navigating in pages and sections, 510-516 

new features, 12-14 

note containers, 495-496, 514 

OCR (optical character recognition), 574-575 

OneNote Quick Launcher, 573 

OneNote Web App, 840, 857-858 

opening, 510-511, 840, 851 

opening from SkyDrive folders, 851 

opening OneNote from Office Web Apps, 840 

organizational techniques, 542-543 

pages. See pages (notebooks) 

passwording, 565 

Personal notebooks, 542-543 

printing, 49, 568-569 

printouts, 507-508, 574-575 

read-only mode, 493 

recently-modified pages, 539 

recording audio and video, 569-572 

Recycle Bin, 515-516, 572-573 

saving, 49, 494 

saving to SkyDrive, 850-851 

searching, 534-542 

sections and section groups, 511-513 

sending items to, 496, 506-507 

settings, adjusting, 49 

sharing, 51, 561-566 

sharing in SharePoint sites, 864-868 

Side Notes feature, 574 

simplified view of, 574 

switching between, 510-511 

sync status, viewing, 49 

synchronizing, 561-566, 851-852 

tagline advertising, 557 

tags, 523-530, 540-542 

templates for, 575 

versions of, 572-573 

wiki links in, 533 
Notes item in Outlook, 698-699 
Notes Master view (PowerPoint), 585, 592, 669 
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Notes Page view (PowerPoint), 585, 590-591 
notes, speaker. See speaker notes 
notifications 

in-use files ready for opening, 833 

SharePoint file updates, 867, 880-883 
NPER worksheet function, 367 
number formats, 465-467 
number forms (Word), 310-311 
number sign (#), 397 
numbered lists 

formatting, 125 

notebooks, 498-500 

Word documents, 240-242 
numbering 

lines in Word documents, 242 

Word document review comments, 280 
Numbering Library, 499-500 
numbers 

aligning in Word documents, 311 

chart axes, 427 

converting to text, 371-372 

as data types, 475 

Excel formats, 409, 459, 461 

filtering Excel tables by, 401-404, 403 

generating random numbers, 484-485 

sorting in Excel, 400 

spacing in text, 311 

worksheet cell format, 379-380 
numeric keypad codes, 462, 525 
numerical sorting. See sorting 



OCR (optical character recognition), 574-575 

ODD worksheet function, 374 

.odp file extension, 83 

.ods file extension, 80 

.odt file extension, 78 

Office. See also specific editions 

32-bit vs. 64-bit editions, 22-23 

availability of editions, 20 

determining installed edition, 9 

DirectX compatibility, 22 

edition comparison chart, 20 

e-mail security, 820-821 

Home and Business edition, 7-8 

Home and Student edition, 7 

installing. See installing Office 

licensing, 20 

multiple computer editions, 21 

Office Environment Assessment tool, 21 

Professional Academic edition, 8 

Professional edition, 8 

Professional Plus edition, 8 

Ribbon Hero tutoring add-in, 826 

security features, 818-826 

Standard edition, 8 



Starter edition, 8 

system requirements, 21-23 

upgrade costs, 19 
Office Anytime Upgrade, 33-34 
Office Clipboard, 133, 134, 135. See also Clipboard 
Office Environment Assessment tool, 21 
Office Open XML (OOXML), 85 
Office Picture Manager, 171 
Office Settings Backup Wizard, 41 
Office Web Apps 

creating files on SkyDrive, 844 

editing files on SkyDrive, 837 

Excel Web App, 855-856 

OneNote Web App, 857-858 

PowerPoint Web App, 856-857 

SharePoint Foundation and SharePoint Server, 841 

simultaneous editing and, 832 

supported and unsupported features, 853 

URLs and paths for files, 839 

viewing and editing features, 839-840 

Word Web App, 854-855 
offline, working, 564-565 
.oft file extension, 84 
older files 

File Block settings, 824 

Protected View and, 819 

retaining versions, 32-33 
old-style numbers, 310-312 

"on click" option vs. timing for animations, 622, 624 
.one file extension, 81, 493, 545, 567 
OneNote. See also notebooks (OneNote); pages (notebooks) 

connections to Outlook, 547-557, 699, 777, 858 

converting older files, 493 

docking windows, 13 

documents. See notebooks (OneNote) 

Fast Search feature, 534 

file formats supported, 81, 492, 493 

Format Painter, 13 

functions of, 489 

keyboard shortcuts, 13 

new features, 12-14 

OCR (optical character recognition), 574-575 

Office Web App, 493, 566, 838, 840, 857-858 

organizational techniques, 542-543 

preferences file, 529-530 

recording audio and video, 569-572 

Recycle Bin, 515-516 

SharePoint site file sharing, 864-868 

sharing files, 492, 493 

Side Notes feature, 574 

simplified view of, 574 

tagline advertising, 557 

tags, 523-530 
OneNote Options dialog box, 522, 557, 573 
OneNote Package format, 568 
OneNote Quick Launcher, 573 
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OneNote Web App, 493, 566, 838, 840, 857-858 

OneNote_DeletedPages file, 516 

OneNote_RecycleBin folder, 515-516 

.onepkg file extension, 81, 568 

.onetoc2 file extension, 81, 493 

online collaboration, 661-665. See also collaborating on 

Office files 
online references for spelling check, 140 
OOXML (Office Open XML), 85 
Open And Repair option, 92 
Open As Copy option, 92 
Open Backup dialog box, 545 
Open dialog box, 90-93, 300, 865 
Open Existing blog tool, 318 

Open File After Publishing option (Save As dialog box), 96 
Open In Protected View option (Open dialog box), 92 
Open tab 

Backstage view, 49 

OneNote, 49 
opening 

Backstage view, 44-45 

documents, 90-93, 300, 865 

file options and modes, 92 

file settings, 824 

files, 45 

files in SkyDrive folders, 851 

files on SharePoint sites, 864 

linked documents from OneNote, 560 

new instances of Excel, 455 

notebook page templates, 574-575 

notebooks to search, 536 

OneNote backup files, 544-545 

programs. See specific programs 

programs from Office Web Apps, 840 

read-only mode, 92 

recent files, 336 

second notebooks, 510-511 
OpenType fonts, 679 

operators in worksheet formulas, 357-358 
optical character recognition (OCR), 574-575 
optimizing files for web, 96 
.oqy file extension, 80 
OR searches, 535, 746 
OR worksheet function, 372-373 
order of operations in formulas, 363 
organizational techniques (OneNote), 542-543 
orientation 

printing worksheets, 470 

slides in presentations, 608-609 

Word documents, 221-222 
original sort orders, preserving, 400 
.ost file format, 690, 734, 736 
outgoing mail servers, 710, 711, 735 
Outline Form (PivotTables), 414, 415 
Outline view (PowerPoint), 586-588, 593-594, 595 
Outline view (Word), 195 



outlines (borders) 

text effects, 183 

Word text, 307 
outlines (Excel) 

data in PivotTables, 410 

subtotaling in Excel, 404-405 
outlines (OneNote), 497, 508 
outlines (PowerPoint) 

creating in Word, 597-599 

Outline view, 586-588, 593-594, 595 
outlines (Word) 

collapsing or expanding levels, 247 

demoting or promoting headings, 246 

jumping to headings, 247-248 

keyboard shortcuts, 247 

navigating, 247-248 

overview, 245-247 

Word outlines as presentations, 597-599 
Outlook. See also appointments; contacts; data files; e-mail; 
meetings; tasks (Outlook) 

accounts, 707 

archiving data, 734, 797-803 

Auto-Complete feature, 812 

Business Card feature, 717, 783-784 

connecting data to SharePoint pages, 877-880 

conversation view, 15-17 

custom forms, creating, 53 

damaged data file repair, 813 

exporting data, 792-796 

file formats, 84, 690, 734, 736, 793-794 

files and folders management, 733-740 

follow-up flags, 771-777 

Home tabs, 53 

importing data, 792-796 

introduction, 689 

items overview, 693 

Journal item, 700 

managing windows, 704 

multiple accounts per profile, 15 

Navigation pane, 700, 702-704 

new features, 15-17 

Notes item, 698-699 

OneNote links to, 699, 777, 858 

People pane, 16-17, 807 

personalizing, 700-707 

profile setup, 690-692 

Quick Steps, 16 

Reading pane, 706-707 

RSS feeds in, 803-807, 882 

searching in, 720, 741-753, 769 

security features, 820-821 

sending items to OneNote notebooks, 506-507 

Social Connector, 808 

synchronizing received data, 788-792 

threading messages, 15-17 
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Outlook, continued 

time zone coordination, 810-812 

To-Do Bar, 705-706, 771-772, 775 

tracking message histories, 16-17 

viewing options, 700-707, 753-757 
Outlook Calendar Sharing Service, 786, 787 
Outlook Data File (.pst) format, 690, 734, 736, 793-794 
Outlook Hotmail Connector, 714-715, 736 
Outlook Inbox Repair Tool, 813 
Outlook Options dialog box, 743 
Outlook Social Connector, 769, 807 
overlapping bar charts, 443 
overlapping column charts, 443 
overlaying 

multiple calendars, 779, 780 

slide text on video, 626 
Owners group, 861-862 



packaging presentations, 682 
page breaks 

Excel, 469, 472-473 

inserting in Word, 202, 332 

searching for in Word, 212 

tables spanning, in Word, 267 

tracked changes and, 286 

Word document views, 193 

Word Web App missing support, 854 
Page History view, 876 
page layout options 

Excel, 468, 473 

Word documents, 221-222 
page numbers, 66, 222-224, 268, 269, 272-273, 330, 472 
Page Setup dialog box (PowerPoint), 608-609 
page size 

Excel, 468, 473 

notebooks, 514 

Word documents, 190, 221-222 
Page tab (SharePoint), 875-876 
pages (notebooks) 

adding graphics, 502 

adding text, 497-498 

background images, 519 

collapsing or expanding tabs for, 521 

color, 518 

connecting to Outlook items, 547-557 

copying formatting, 13 

creating, deleting, and reordering, 513-515 

customizing, 516-520 

date and time stamps for items, 498 

docking for notetaking, 558 

equations in, 506 

finding tagged items, 540-542 

font defaults, 67, 68 

Format Painter, 13 

Full Page view, 521 



ink objects, 504-506 

keyboard shortcuts, 13 

keywording, 539 

linking to documents, 557-561 

links on, 530-533 

list features, 498-500 

margins, 520 

navigating in pages and sections, 510-516 

new features, 12-14 

note containers, 495-496, 514 

OneNote Web App features, 858 

page size, 514 

paper size, 520 

printing multiple, 569 

printouts, 574-575 

recently-modified pages, 539 

rules or gridlines, 518-519 

saving as files, 566 

searching, 534-542, 536 

sending as attachments, 566-568 

sharing, 561-566 

Side Notes, 574 

subpages, 515 

synchronizing, 561-566 

table features, 500-502 

tagged items, 540-542 

templates for, 575 

text formatting, 13, 508-509 

text styles, 509 

titles, 517-518 

versions of, 572-573 

web clippings in, 502-504 

wiki links in, 533 
paper size options, 470, 520 
paragraph breaks, 212, 854 
paragraph count, 66 
paragraph marks, 221, 336 
paragraph spacing, 220, 221 
paragraph styles, 224 
paragraphs 

formatting, 125-126, 219-221 

linking to documents, 557 

tagging, 523-530 
passwords 

encryption, 822 

notebooks, 565 

PstPassword utility, 794 

sharing Word documents, 298 
pasting 

custom number formats, 459 

data into multiple worksheets, 466-467 

default paste options, setting, 132-133 

invalid data, 478 

links on slides, 647 

links to Sky Drive files, 847 

notebook pages, 513 
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options for edited text, 109 

pictures in OneNote, 502 

previewing paste results, 130 

replacing existing content, 130-132 

rows or columns into chart data sources, 442 

special formats and values in Excel, 465-467 

text only, 132 

text with formatting, 132 
pausing audio or video recording, 569 
payment calculations, 366-367 
.pdf file extension, 48, 77, 80, 81, 83, 568, 595 
pen color, 634-635 
pen input, 183-184, 504-506 
people. See also collaborating on Office files; sharing 

adding SkyDrive permissions for, 846 

People pane in Outlook, 701, 807 
percent signs (%), 358 
percentages, 383, 403, 446-447 

performance and optical character recognition, 574-575 
periods (.), 461 

Permanently Delete during Outlook archiving, 802 
Permanently Delete It rules action for e-mail, 766 
permissions 

editing documents, 46, 833 

e-mail settings, 49 

published calendars, 787 

securing documents, 822 

SharePoint, 861-863, 869, 871-872 

SkyDrive, 842, 844-846, 848 
personal information, removing, 821-822 
Personal notebooks, 542-543 
personalizing Outlook, 700-707 
phone numbers, 385, 463, 750 
Photo Album feature in PowerPoint, 670-672 
photographs and pictures. See also graphics 

3-D rotation, 167-168 

adding to SharePoint pages, 876 

artistic effects, 166-167 

aspect ratio, 164-166 

background, removing, 168-170 

backgrounds for notebooks, 519 

in blogs, 314, 316 

borders and shadows, 54-55, 167-168 

brightness, 166-167 

bullets on slides, 684 

color adjustments, 166-167 

contrast, 166-167 

converting formats, 171 

cropping, 164-166, 170 

default text wrapping style, 163 

definition, 149 

filters, 166-167 

glows, 167-168 

inserting in Word forms, 303 

inserting into files, 53, 162-163, 237-240, 502 

linking to vs. embedding, 162-163 



new features, 6-7 

Office Picture Manager, 171 

Picture libraries (SharePoint), 864, 869 

PowerPoint photo albums, 670 

PowerPoint Web App, 857 

red X instead of, 163 

red-eye removal, 171 

reflections, 167-168 

resizing, 157-159 

ribbon picture tools, 54 

rotating, 157-159 

selecting, 151-153 

sharpness, adjusting, 166-167 

styles gallery, 167-168 

tinting, 166-167 

unavailable, 163 

undoing changes, 170 

Windows Live Photo Gallery, 171 

Word Web App, 855 
Photos folder (SkyDrive), 842-843 
Picture Bullet dialog box (PowerPoint), 684 
Picture Content Control (Word forms), 302 
Picture libraries (SharePoint), 864, 869 
picture tools, 54,855,857 
Picture With Caption slide layout, 584 
pictures. See photographs and pictures 
pie charts, 433-435, 441 
Pie Of Pie charts, 435 
pinning documents to Recent list, 46 
PivotCharts, 428-429 
pivoting data, 406. See also PivotTables 
PivotTables 

changing layout of, 409 

creating, 406-410 

creating from Excel tables, 395 

creating from SharePoint lists, 874 

dragging and moving items, 411 

Excel Web App support, 856 

filtering data, 412 

formats and designs for, 413-415 

modifying fields in, 407-409 

new features, 12 

outlining data in, 410 

overview, 390 

sorting data in, 410 

styles, 414 

using in PivotCharts, 428-429 
placeholders 

filler text, 338-339 

presentation slides, 581, 593, 608, 668 

Word Web App display, 854 
Plain Text Content Control (Word forms), 302 
Plain Text format for e-mail messages, 731 
planning presentations, 631-632 
playing back audio or video, 570 
plot areas in charts, 424 
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plug-ins. Seeadd-ins 

plus signs (+), 358 

PM indicator, 462 

PMT worksheet function, 366-367 

.png file extension, 83 

Pointer Options in slide shows, 637 

points on shapes, 176-177 

Pop-Out button, 838 

POP/POP3 (Post Office Protocol) incoming mail server, 710, 

735, 791 
portions of screens, capturing, 504 
portrait orientation, 470 
ports for e-mail access, 712 
positioning. See aligning; moving 
positive numbers, 459, 460 
Post Office Protocol (POP/POP3) incoming mail server, 710, 

735, 791 
posting to blogs. See blogs 
PostScript fonts, 679 
.pot file extension, 82 
.potm file extension, 82 
.potx file extension, 82 
pound signs (#), 397 

PowerPoint. See also presentations; slide shows; slides, 
presentation 

Arrange All view, 655, 657 

Comments feature, 661 

file formats, 82-83, 595, 656 

Master views, 585, 591-592, 665-670 

new features, 14-15 

Normal view, 580, 585, 586-588, 616 

Notes view, 585, 590-591, 592, 669 

Office Web App, 838, 856-857 

opening from Office Web Apps, 840 

overview, 579, 584-586 

page setup, 608-609 

Photo Album feature, 670-672 

Presenter view, 638-641, 653 

Reading view, 589-590, 595 

SharePoint site file sharing, 864-868 

Slide Sorter view, 585, 588-589 

viewing options. See slide shows 
PowerPoint Broadcast Service, 650 
PowerPoint Presentation (.pptx) file format, 595 
PowerPoint Show (.ppsx) file format, 595 
PowerPoint Viewer, 682 
PowerPoint Web App, 853, 856-857 
power-saving features, 641 
.ppa file extension, 82 
.ppam file extension, 82 
PPMT worksheet function, 367 
.pps file extension, 82 
.ppsm file extension, 82 
.ppsx file extension, 82 
.ppsx file format, 595 



.ppt file extension, 82, 820 
.pptm file extension, 82 
.pptx file extension, 82, 83 
.pptx file format, 595 
predefined tags, 524 

presentations. See also slide shows; slides, presentation; 
speaker notes 

action buttons, 675-679 

audio in, 607-608, 631-632, 680-681 

backgrounds, 606, 612-613 

Backstage view of SkyDrive folders, 850 

broadcasting, 649-654 

CD packaging, 682 

collaborative, 661-665 

commenting in, 661, 827 

comparing, 663-665 

composing, 580-593 

compressing files, 596-597 

converting to video, 595, 650, 673-674 

creating, 47, 597-600 

creating in SkyDrive folders, 844 

delivering, 609-610, 632-641, 650, 682-684. See also slide 
shows 

Document libraries (SharePoint), 869 

editing in browsers, 840 

editing locked presentations, 833 

editing with Office Web Apps, 838 

flattening into images, 597 

fonts in, 679 

graphics in, 601-605, 624, 670-672, 684 

handouts, 642, 643-647, 669 

layouts, 581-584, 585, 591-592, 608-611, 665-670 

linking to OneNote, 557 

links in, 605, 609, 674-675 

merging, 663-665 

multimonitor setup, 639-641, 653 

music, 680 

opening from Office Web Apps, 840 

opening from SkyDrive folders, 851 

outlining, 586-588, 593-594, 595, 597 

photo albums, 670 

planning, 631-632 

PowerPoint Web App, 840, 856-857 

Protected View disabled features, 818-820 

protecting files, 663 

rehearsing, 631-632 

removing personal information, 821-822 

resolution, 635 

saving, 595 

saving to SkyDrive, 850-851 

sharing, 595-597, 649-654 

sharing in SharePoint sites, 835, 864-868 

simultaneous editing, 832 

slide numbers, 66 

soundtrack, 680-681 
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speaker notes. See speaker notes 

synchronizing with SkyDrive, 851-852 

themes, 611-612, 654, 656-657, 667 

tracking changes by comparing, 831 

video clips in, 605-607, 625-626 

Word outlines as, 597-599 
Presenter view, PowerPoint, 638-641, 653 
preserving original sort order, 400 
previewing 

animation, 617 

data imports in Excel, 417 

files, 91-92 

installing Office components, 26-27 

live previews, 54, 57 

mail merge results, 322, 326 

OneNote printing, 568-569 

presentation themes, 612 

presentations, 603 

results of pasting, 130 

results of printing Word documents, 327 

slide transitions, 630 

workbook print previews, 468-469 

worksheet page breaks, 472-473 
previous versions 

File Block settings, 824 

notebooks, 572-573 

retaining, 32-33 
prices, charting, 438 
print areas in Excel, 471-472 
Print Layout category (PowerPoint), 642 
Print Layout view (Word), 193, 196 
Print tab (Backstage view), 49 
printer fonts, 679 
printers 

printer settings, modifying, 327 

printer status, 327 

virtual, 507-508 
printing 

Backstage view options, 47 

booklets, 338 

converting documents to other formats, 48 

e-mail, 49 

envelopes, 320 

Excel print ranges, 471 

Excel worksheets, 468-473 

to fax devices, 48 

files, 47 

grayscale, 644-645 

handouts, 642, 643-647, 669 

mailing labels, 320 

notebooks, 49, 507-508, 520, 574-575 

Outlook items, 49 

PowerPoint options, 642 

previewing Word results, 327 

printer settings, modifying, 327 

printer status, 327 



Protected View disabled features, 818 

scaling options, 329 

slides, 612, 659 

speaker notes, 643, 670 

target text, specifying, 328 

virtual printers, 48, 507-508 

Word document information, 329 

Word Quick Print tool, 336 

Word review comments, 283-285 
printouts (OneNote), 507-508, 574-575 
priorities in conditional formatting, 449 
.prn file extension, 80 
problems. See troubleshooting 
product keys, 35-36, 37 
Professional Academic edition, 8 
Professional edition, 8, 25 
Professional Plus edition, 8 
profiles 

OneNote tags and, 529 

Outlook profile setup, 690-692 
projection display, 635 
projectors, 639-641, 653 
projects, managing in OneNote, 553-557 
promoting 

headings, Word documents, 204, 246 

subpages in notebooks, 515 
proofing 

Backstage view, 67-68 

files, 67-68 

tools for, 53 
proofreaders' marks, 286 
PROPER worksheet function, 371 
properties 

e-mail, viewing, 49 

file properties, 102-103, 870 

inserting in Word documents, 203 

setting alerts, 880-882 

Word documents, 46, 99-101, 203 

Word forms, 304-305 
proportional numbers, 311 
Protected View, 818-820, 839 
protecting files 

encryption and passwords, 822 

Outlook data files, 794 

presentations, 663 
protecting personal information, 821-822 
.pst file format, 690, 734, 736, 793-794 
PstPassword utility, 794 
Public Documents folder, 564 
Public folder (SkyDrive), 842 
Public permission, 845 
Publish tool (blogs), 317 
publishing 

blogs, 317 

calendars, 786-787 
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punctuation 

AutoCorrect and, 117 
bookmarks and, 269 
custom number formats, 461 
entering data, 385 
entering symbols, 110 
file names, 347 
functions in Excel, 462-463 
ignoring in searches, 211 
sorting in Excel, 400 
special purposes in Excel, 461 
symbols in names, 59 
tag names, 528 
Pure Black And White printing option, 644-645 

Q 

Q drive, 28, 30 

quadrants (charts), 437 

queries. See also finding and searching 

connecting to SharePoint lists, 873 

Microsoft Web Query File format, 874 

Outlook queries generated by SharePoint, 880 

Outlook search, 745-751 
question marks (?), 211 
Quick Access Toolbar 

adding commands, 63-64 

adding galleries, 56 

adding toolbar groups, 335 

arranging commands, 64 

creating submenus, 63 

customizing, 65-66, 335-336 

grouped commands, 63 

hiding, 62 

icons, resizing, 63 

moving, 62 

moving commands, 63 

OneNote customizations, 520-522 

overview, 62 

predefined lists of commands, 63 

resizing, 63 

restoring defaults, 61, 64 

scope of changes to, 62 

separator lines, adding, 63 

submenus, creating, 63 

text labels, adding, 63 
Quick Click options, Outlook, 777 
Quick Launch pane, 869, 872 
Quick Launcher (OneNote), 573 
Quick Layouts gallery, 425 
Quick Print tool, 336, 469 

Quick Steps feature for e-mail messages, 758-762 
Quick Style gallery, 226-228, 233 
Quick Tables feature, 254, 258 
QuickTime video, 605 
quotation marks ("), 462-463, 535, 536 



radar charts, 439 

= rand() command, 339 

RAND function, 485 

RANDBETWEEN function, 485 

= rand.old() command, 339 

random numbers, 484-485 

range operators in formulas, 361 

ranges of cells. See cell ranges (Excel) 

RATE worksheet function, 367 

Read permissions, 863 

Reading pane, Outlook, 706-707 

Reading view, OneNote Web App, 857 

Reading view, PowerPoint, 585, 589-590 

Reading view, PowerPoint Web App, 856 

Reading view, Web Apps, 853 

read-only mode 

checked-out files, 866 

Everyone (Public) permissions, 845 

in-use files, 833 

notebooks, 493 

OneNote backups, 546 

Protected View, 818-820 
Read-Write mode, 833 
rearranging. See also arranging 

notebook pages, 513 

notebook sections, 511 

search results, 538 

slides, 623, 856 

tag order, 526 
receiving e-mail, 788-791 
recent activity 

Backstage view, 46 

recently used files, 46 

recently viewed cells, 481 

SkyDrive files and folders, 849 
Recent Edits menu, 539 
Recent list, 46, 336-337 
recommended Word styles, 233 
Record Slide Show feature, 632-633 
Record Sound dialog box, 607 
recording 

audio for presentations, 607 

audio or video in OneNote, 569-572 

interactions with contacts, 549 

narration in presentations, 631-633 

OneNote Web App missing features, 858 

quality, 571 
Recording tab (OneNote), 569 
Recording toolbar, 632 
records, importing into Excel, 415 
recovering. See restoring settings and data 
recurring events in Outlook, 727-728 
recurring tasks in Outlook, 776 
Recycle Bin (OneNote) 

backup and recovery, 543 
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converting files to older versions, 493 

links to items in, 551 

searches including, 536 

uses, 515-516 

versions and, 572-573 
red No symbol, 564 
red Protected View messages, 820 
red squiggly underlines, 139 
red X picture icon, 163 
red-eye removal, 171 
redlined documents, 285 
redoing changes, 115-116 
reference tools 

dictionaries, 53, 140-143 

Research task pane, 144-145 

ribbon tools, 53 

thesaurus, 144-145 
references in formulas, 356 
refining searches, 744 
reflections 

pictures, 167-168 

shapes, 178 

text effects, 183 

Word text, 307-309 
refreshing 

connections to external data, 418 

data in Web Apps files, 840 

external data sources (Excel Web App), 856 

search results in OneNote, 541 

workbooks connected to SharePoint lists, 874 
regenerating tasks at future date, 776 
regional options, setting, 145-146 
regions in spreadsheets, 398-400 
registry, 692 

rehearsing presentations, 631-632 
rejecting changes, 287-289, 664, 830-831 
relative dates, filtering data by, 403-404 
relative references in formulas, 361-363 
relinking OneNote to other content, 561 
Remember For Later tags, 523 
reminders, 773, 774-775, 777 
remote access to notebooks, 561 
removing 

add-ins, 825 

all permissions, 846 

animation, 621 

attachments to e-mail, 749, 799 

audio or video notes, 570 

background images, 519 

changes for SharePoint files, 866 

color in notebook pages, 518 

conditional formatting rules, 449 

connections to external data, 418 

contacts with links in OneNote, 551 

data series from charts, 441 

data validation circles, 478 

data validation rules, 478 



e-mail messages, 766 

file permissions and, 845 

files in SkyDrive, 848 

files on SharePoint sites, 870 

fonts, 128 

headings in Word, 204 

highlighting in Word, 218 

hyperlinks, 120 

keyboard shortcuts for, 113 

lines from Word tables, 256 

links in OneNote, 532-533, 560, 561 

OneNote Quick Launcher, 573 

OneNote Recycle Bin, 515-516 

OneNote Web App features for, 858 

Outlook items, 799 

page breaks in Excel, 472 

page titles in notebooks, 517 

pages in notebook, 513 

Permanently Delete during Outlook archiving, 802 

Permanently Delete It rules action, 766 

personal and confidential information in files, 821-822 

previous versions of notebook pages, 572 

profile information, 691 

redundant Outlook messages, 16 

restoring deleted notebooks and pages, 546 

ribbon commands, 59 

ribbon groups within tabs, 59 

rows and columns from Excel tables, 394 

slide backgrounds, 613 

split bars, 456 

table columns in Word, 266 

table formatting in Excel, 391 

table rows in Word, 266 

tables in Word, 268 

tabs, 199 

tagline advertising, 557 

tags, 525, 526 

tasks, 556 

text, 108-109 

themes from Word documents, 229 

view icons, 703 

words from spelling check dictionaries, 143 
renaming 

files in SkyDrive, 848 

graphic objects, 153 

notebook pages, 513 

notebook sections, 511 

notebooks, 492 

ribbon commands, 60 

ribbon groups within tabs, 59 

ribbon tabs, 59 

SharePoint libraries, 872 
reordering. See rearranging 
repairing 

broken OneNote links, 561 

Outlook data files, 813 
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repeating 

animation, 627, 629 

changes while editing text, 115-116 

row and column headers on printed worksheets, 473 
replacing data, 465 
Reply action, e-mail, 761 
reports, 390, 414 
research notes, 557 
Research task pane, 144-145 
resizing 

Excel tables, 394-395 

graphic objects, 157-159 

note containers, 495 

notebook pages, 514 

pictures, 157-159, 502 

presentations, 609-610 

printed worksheets, 470 

Quick Access Toolbar, 63 

Search Results pane, 539 

shapes, 176 
resolution, 635 
resolving 

changes to SkyDrive files, 852 

duplicate contacts, 722 
restoring settings and data. See also backing up settings 
and data 

AutoRecover feature, 103-104 

from discarded documents, 105 

new features, 11 

OneNote data, 543-546 

OneNote pages and sections, 516, 546 
Restrict Editing option, 298 
Restrict Permission By People option, 298 
returning to recently viewed cells, 481 
Reuse Slides pane, 654-655 
reusing slides and themes, 654-656 
Reveal Formatting option (Word), 231-232 
review comments (presentations), 661 
review comments (Word documents). See also change 
tracking 

browsing, 282-283 

color coding by reviewer, 281 

comment area size, 284 

comments within comments, 282 

handwritten, 280-281 

identifying by reviewer, 282 

inserting, 194, 280-282, 336, 827 

making changes to documents, 280 

merging from multiple documents, 288 

navigating, 282-283 

numbering, 280 

printing, 283-285 

reviewer name and initials, changing, 282 

reviewing, 282-283 

suppressing printing, 284 
Review ribbon tab, 53 



Reviewing pane (Word), 828 

revisions. See change tracking; comparing; editing 

Revisions pane, PowerPoint, 663-664 

rewinding animation, 627 

the ribbon 

add-in management, 53 

arranging commands, groups, and tabs, 58-59, 60 

change tracking tools, 53 

chart tools, 53, 54 

Clipboard function, 53 

context-sensitive tabs, 51 

customizing groups and tabs, 57-58, 59, 62 

default tabs, 53 

deleting commands or groups, 59 

dialog box launchers, 4-5 

dictionary tools, 53 

disabled features in Protected View, 818-820 

drawing tools, 54 

editing tools, 53 

equation tools, 54 

exporting settings to other programs, 65 

file comparison tools, 53 

find and replace functions, 53 

form tools, 53 

formatting tools, 53 

galleries, 54-57 

grammar tools, 53 

gridline tools, 53 

hiding, 54, 452 

hiding tabs, 59 

hyperlink tools, 53 

icons, 60-61 

ink tools, 54 

language tools, 53 

macro tools, 53 

minimizing/restoring, 54 

new features, 4-5 

OneNote customizations, 520-522 

Outlook-specific Home tabs, 53 

overview, 51-54 

picture tools, 53, 54 

proofing tools, 53 

reference tools, 53 

renaming commands, groups, or tabs, 59, 60 

resetting to defaults, 61 

Ribbon Hero tutoring add-in, 826 

ruler tools, 53 

saving custom settings, 65-66 

shape tools, 53 

SharePoint website tools, 868 

SmartArt tools, 54 

spelling check and, 53, 68 

sticky-note comments, 53 

structure, 51-54 

symbol tools, 53 

table tools, 53, 54 
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text box tools, 53, 54 

thesaurus tools, 53 

view tools, 53 

Visual Basic tools, 53 

window tools, 53 

zoom tools, 53 
ribbon galleries, 54-57 
Ribbon Hero tutoring add-in, 826 
Rich Text Content Control (forms), 302 
Rich Text format, 731 
RIGHT function, 468 

RIGHT range in Word table formulas, 261 
right-mouse menus, 857-858 
risks. See security 
rolling back changes, 11 
Roman numerals, 374 
ROMAN worksheet function, 374 
rotating 

3-D picture effects, 167-168 

3-D shape effects, 178 

Excel cell text, 459 

graphic objects, 157-159 

pictures, 157-159, 167-168 

shapes, 176, 178 

text, 125 

text in tables, 262 
ROUND worksheet function, 374 
ROUNDDOWN worksheet function, 374 
rounding numbers, 371-372, 374 
ROUNDUP worksheet function, 374 
rows 

OneNote tables, 501 

Word tables, 255, 266 

worksheets. See rows (Excel) 
rows (Excel) 

adding to tables, 389, 394, 442 

banded, 393 

copying only visible data, 483 

formatting, 393 

header rows, 392 

hiding, 453-454, 829 

hiding by filtering data, 401-404 

hiding names, 452 

hiding on printouts, 473 

locking for visibility, 457 

maximum number of, 344 

PivotTables, 406-410 

selecting, 349 

splitting view of, 456-457 

Subtotal rows, 405 

switching in charts, 431 

switching in PivotTables, 411 

total rows, 392, 395-396 
.rqy file extension, 80 
RSS feeds, 803-807, 872, 882-883 
.rtf file extension, 78, 83, 84 



rulers, 53, 191, 452 
rules 

conditional formatting in Excel, 445, 446-449 

conflicting, 449 

e-mail, 49, 758, 762-767 

notebook pages, 518-519 
Rules And Alerts dialog box, 767 
Rules Wizard, 765 

Run All From My Computer option, 27 
Run From My Computer option, 27 



Safari, 567, 838, 853 

sample data, 484-485 

Save & Backup options, 69, 543 

Save & Send options, 48-49, 566, 850-851 

Save As dialog box, 93. See also saving 

author info, 94 

compressing pictures, 94 

general options, 94 

mapping networked drives, 94 

opening files after publishing, 96 

optimizing files for web, 96 

options, 94, 96 

tags, 94 

thumbnails, 94 

titles, 94 

Tools menu, 94 

web options, 94 
Save As options, 45, 49 
Save My Settings wizard, 40 
Save options, 45, 69 
Save Options command, 94 
Save Thumbnail option, 94 
saving 

automatic save frequency, 69 

autosave, 103-105 

changes to galleries, 56 

changes to shared documents, 835 

changes to SharePoint files, 866 

changes to SkyDrive files, 851-852 

copies of Web Apps files, 840 

custom ribbon settings, 65-66 

default formats for, 69 

default locations for, 69 

documents before inspecting, 296 

documents with linked notes, 558 

e-mail messages, 729 

file formats for, 69 

file settings, 824 

files, 69 

files automatically, 103-105 

files in shared locations, 299-300 

files to cloud-based storage, 837 

files to Windows Live SkyDrive, 850-851 

lists as Web Query files, 874 
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saving, continued 

locations for, 69 

notebook pages as files, 566 

notebook sections as files, 566 

notebooks, 49, 491-492, 494 

notebooks as files, 567-568 

notebooks to older file formats, 493 

Outlook data in OneNote, 547-548 

Outlook viewing options, 753-757 

pages as templates, 575 

as PDF, 95-97 

presentations, 595, 654 

recorded audio or video, 570 

Web App files, 844 

Word templates, 236-237 

as XPS, 95-97 
scaling printed worksheets, 470, 471 
Scanpst.exe, 813 
scatter (XY) charts, 437, 440, 441 
Scatter With Smooth Lines charts, 437 
Schedule view in calendar, 725 
scheduling 

e-mail send and receive sessions, 790 

managing schedules. See calendars 
Scheduling Assistant, 696, 780 
scientific notation cell format, 384 
scope of search in OneNote, 537, 538 
scope of search in Outlook, 742-743 
Screen Clipping tool, 496 
screen shots. See also graphics 

adding to presentations, 601-602 

capturing, 174-175 

cropping, 174 

definition, 150 

documenting OneNote customizations, 530 

inserting, 174-175 

Screen Clipping tool, 496 

sending to OneNote, 504 
screens. See monitors 
ScreenTips, 120, 332 
scripts, preventing execution, 820 
scroll bars and scrolling 

hiding scroll bars, 452 

moving scroll bars in OneNote, 522 

notebook pages, 514 

using a stylus, 207 

viewing windows side-by-side, 74, 208, 289 
search box (Excel), 401-402 
search box (Open dialog box), 91 
Search folders (Outlook), 751-753 
SEARCH function, 468 
Search Results pane (OneNote), 537-538 
searching. See finding and searching; Windows Search 
SECOND worksheet function, 369 
seconds, 369, 462 
section breaks, 854 



Section feature in PowerPoint, 600-601 
section groups, 491, 511-513, 532 
Section Header slide layout, 583 
sections (OneNote) 

creating and modifying, 511-513 

deleting, 515-516 

groups, 491, 511-513, 532 

linking to documents, 557 

linking to other pages or notebooks, 532 

navigating in, 510-516 

OneNote Web App features, 858 

as part of notebooks, 490-495 

passwording, 565 

saving as files, 566, 568 

searching, 536-539 

section tabs, 511 

unfiled notes, 542-543 
sections (PowerPoint), 600-601 
sections (Word) 

balancing columns, 252 

column layout, changing, 250 

copying formatting, 250 

definition, 248-250 

margins, 250 

orientation, 250 

paper size, 250 

section breaks, 248, 249, 854 

starting on new pages, 249 
secure connections (I MAP), 712 
securities, charting performance, 438 
security 

add-ins, 825 

adjusting settings, 823-826 

broadcasting presentations and, 651 

collaborating on documents and, 817 

e-mail attachments and, 820-821 

notebook passwords, 565 

Office 2010 features, 818-826 

Outlook password protection, 794 

password encryption, 298 

personal and confidential information, 821-822 

presentation file protection, 663 

Protected View disabled features, 818-820 

SkyDrive folder permissions, 844-846 

warnings about external references, 480 
Select Location In OneNote dialog box, 497 
Select Source Data dialog box, 440 
selecting 

chart data ranges, 441 

multiple graphic objects, 153 

multiple worksheets, 466-467 

notebook pages, 513 

objects to animate, 620 

pictures, 151-153 

placeholders, 608 

presentation graphics, 603 
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single graphic objects, 151-153 

text. See selecting text 

zooming to selections, 453 
selecting text 

extending selections, 215 

keyboard shortcuts, 108 

multiple selections, 215 

notebook text, 508 

precision, 108 

reducing selections, 215 

text boxes, 151-152 

transferring text to OneNote pages, 559 

vertical selections, 215 

WordArt, 151-152 
Selection And Visibility pane, 152-153 
sending 

contacts and calendar events via e-mail, 782 

e-mail to contacts, 716 

e-mail to notebooks, 548-550 

items to notebooks, 496 

items to Unfiled Notes section, 542-543 

links to SkyDrive files, 847-848 

notebook pages as e-mail, 557 

notebook pages to others, 566-568 

Outlook items to notebook pages, 506-507 

tasks to notebook pages, 556 

web clippings to notebooks, 502-504 
Send/Receive tab, Outlook, 788-791 
separator lines (Quick Access Toolbar), 63 
servers 

connection problems, 851 

e-mail, 710 

Microsoft Exchange Server, 713, 780 

synchronizing Outlook data with, 788-792 
Set Up Show dialog box, 633-634 
settings, backing up. See backing up settings and data 
shading, 218, 263, 391-394 
shadows, 167-168, 178, 183, 307-309 
Shape commands, 604 

shapes, 53, 54, 150, 175-178, 604. See also graphics 
Shapes gallery, 676 
Share options (Backstage view), 51 
Share tab (OneNote), 51 
Share Workbook dialog box, 833-834 
shared files. See collaborating on Office files; sharing 
Shared Notebook Synchronization dialog box, 564, 565 
Shared With field (SkyDrive), 849 
SharePoint 2010 

announcements, 873 

calendars, 873 

collaboration and, 817 

connecting pages to Outlook data, 877-880 

creating and editing pages, 875-877 

customizing websites, 868-877 

file management, 870-871 

groups, 861-863 



hosted sites, 860 

installing, 860 

libraries, 869-872 

link lists, 873 

list features, 873-875 

notifications and feeds, 880-883 

offline work, 867 

overview, 859 

permissions, 861-863, 871-872 

sharing notebooks on, 493, 562 

slide libraries, 655 

synchronizing files, 867 

task lists, 873 

users, 861 

Web Parts, 876 
SharePoint Designer tool, 877 
SharePoint Foundation release, 860 
SharePoint Online, 860 
SharePoint Workspace, 20 
SharePoint Workspace 2010, 867 
sharing. See also collaborating on Office files 

accessibility issues and, 295 

appointments, 782, 784, 785 

AutoCorrect settings, 118 

calendars, 777, 782, 784-788 

cloud-based storage, 299, 837 

coauthoring documents, 291-293 

Common Feed List, 804-806 

contacts, 782-785 

digital signatures and, 299, 822 

disabling for notebooks, 564 

Document Inspector and, 294-295 

editing files simultaneously, 832-835 

encryption and passwords, 298 

files in PDF format, 95-97 

files in SkyDrive folders, 299-300 

files in XPS format, 95-97 

files on SharePoint sites, 864-868 

files one person at a time, 826-831 

files over network connections, 299 

IRM (Information Rights Management), 298 

limiting changes to files, 298 

marking files as final, 297 

new Office features, 17 

notebooks, 51, 507, 561-566 

Office 2010 security features, 818-826 

Office Web Apps and, 837 

Outlook Calendar Sharing Service, 786 

permissions, 298, 844-846 

preparing files for distribution, 293-296 

presentations, 595-597, 649-654 

preventing unauthorized changes, 296-299 

protecting sensitive information, 294 

Public Documents folder and, 299, 564 

read-only mode, 297 

restricting access, 298 
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sharing, continued 

RSS feeds, 804-807 

saving files before inspecting, 296 

saving files in shared locations, 299-300 

security and, 817 

simultaneous editing, 291-293, 833 

SkyDrive files and folders, 844-846, 847-848 

workbooks, 829, 833 
sharpness, pictures, 166-167 
sheet tabs (worksheets), 452 
shortcuts. See also keyboard shortcuts 

copying links from OneNote, 553 

Quick Step actions, 758 

right-mouse menus, 857-858 

SharePoint servers, 864 
shortening URLs, 652 
Show All tool, 336 
Show Previous Versions option, 93 
shrinking Excel tables, 394-395 
side-by-side viewing 

calendars, 778 

Side Notes and notetaking, 574 

synchronous scrolling, 74, 208, 289 

Word document windows, 208 
signatures, digital, 299, 822 
signatures, e-mail, 557, 731 
significant digits, 461 
signing in with Windows Live ID, 847 
Silverlight plug-in, 853 
Simple Mail Transfer Protocol (SMTP) outgoing mail server, 

710, 735 
Simple Message Service (SMS), 784 
simultaneous editing, 832-835, 851-852, 866-867 
SIN worksheet function, 373 
Single-File Web Page format, 567, 568 
64-bit editions, 22-23, 39 
skipping columns in Excel imports, 417 
SkyDrive. See Windows Live SkyDrive 
Slide Library, 655 

Slide Master view, 585, 591-592, 665-668 
Slide pane, 580, 586 

Slide Show view, PowerPoint Web App, 856 
slide shows. See also presentations; slides, presentation 

annotations on slides, 637 

broadcasting, 650-652 

creating custom, 657-661 

Help feature, 640 

hiding nonplaying video during, 606 

hiding slides in, 657 

laser pointer mouse option, 638 

navigating in, 636-637 

overview, 586, 592-593 

Picture libraries (SharePoint), 869 

PowerPoint Web App, 856 

Presenter view, 638-641, 653 



recording, 632-633 

Rehearse Timings option, 631-632 

transitions, 629 

viewing restrictions on broadcast type, 654 
Slide Sorter view, 585, 588-589 

slides, presentation. See also animation; presentations; slide 
shows 

adding from Word outlines, 599 

agendas, 675 

aligning objects on, 603 

annotations, 637 

bullets, 684-685 

composition guidelines, 594 

copying and moving, 582, 588, 655-656 

decks of, 581 

as document backgrounds, 226 

duplicating, 582, 588, 655-656 

editing text, 593-595 

elements of, 580 

formatting text, 587, 608, 679-680 

graphics on, 602 

headers and footers, 610-611 

hiding, 658, 856 

hot spots on, 678-679 

layouts, 581-584 

navigation buttons, 677 

orientation of, 608-609 

overlaying text on video, 626 

overview, 579 

placeholders, 581, 593, 608 

printing, 612, 659 

reordering, 856 

reusing, 654-656 

sections of, 600-601 

sizing, 609 

sorting, 585, 588-589 

templates, 599 

text size, 594 

titles, 660 

transitions between, 588-589, 629-631 

video clips on, 605-607, 625-626 
Slides Sized For list, 609 
.slk file extension, 80 
slowing animation, 627 
small caps, 217 

smart guides, PowerPoint, 604 
SmartArt. See also graphics 

adding text to, 180-181 

animating in presentations, 619 

creating lists, 242 

definition, 150 

inserting, 180-182 

keyboard shortcuts, 181 

PowerPoint Web App features, 857 

tools for, 54 



statistical worksheet functions 925 



SMS ( Simple Message Service), 784 
SMTP outgoing mail servers, 710, 712, 735 
snapshots 

downloading from Excel Web App, 856 

notebook pages, 572 
snippets, sending to OneNote, 502-504 
snurl.com, 652 

Social Connector, 769, 807, 808 
social networking. See also blogs 

Outlook connection to, 769, 807, 808 

permissions for files and, 845 
Social Security numbers, 385 
soft edges on shapes, 178 
Some Friends permission, 845 
Sort & Filter menu, 398 
Sort dialog box, 399 
sorting 

contact display names, 718-719 

contacts, 718 

custom series of data, 483-484 

Excel data, 398-400 

Excel data alphabetically, 398 

Excel tables, 389, 398-400 

Excel Web App features, 855 

OneNote search results, 538 

PivotTable data, 410 

problems with PivotTables, 412 

SharePoint library views, 872 

slides, 585, 588-589 

Word table data, 259-260 
sound. See audio 

soundtracks for presentations, 680-681 
source data. See data sources 
space, adding to notebook pages, 514 
spam filters, 820 
sparklines, 12, 450 
Speak command, 337-338 
speaker icon in presentations, 633 
speaker notes 

creating, 642 

PowerPoint Web App features, 856 

printing, 643, 670 

viewing options, 580, 585-586, 590-591, 592, 669 
special characters 

AutoCorrect and, 117 

bookmarks and, 269 

custom number formats, 461 

entering data, 385 

entering symbols, 53, 110 

entering with AutoCorrect, 112-113, 200-201 

entering with Insert Symbol, 110-112 

in Excel cells, 448 

file names, 347 

functions in Excel, 462-463 

ignoring in searches, 211 



OneNote tags, 528 

searching for, 212 

sorting in Excel, 400 

special purposes in Excel, 461 

symbols in names, 59 

tag names, 528 

wildcard characters, 211 
special effects 

pictures, 166-167 

PowerPoint Web App features, 857 

shapes, 178 

sound effects, 628 

themes, 186 

Word text, 307-309 

Word Web App display, 854 
speech input, 109 
speech recognition, 109 
spelling check dictionaries, 140-143 
spelling check. See also grammar checking 

AutoCorrect, 140 

correcting entire documents, 141 

correcting single words, 139-140 

customizing, 68, 141-142 

ignoring suggestions, 140 

interactive, 140 

invoking, 53 

languages, 140, 145-146 

limiting scope, 140 

online references, 140 

overview, 139 

regional options, 145-146 

squiggly red underlines, 139 

Word documents, 242-243 
spinning arrows icon, 564 
split bars, 456-457 
Split Table tool, 268 
splitting 

note containers, 495 

notebook sections, 511 

text into multiple cells, 467-468 

Word document windows, 208, 209 

Word table cells, 266 

Word tables, 268 

worksheet panes, 456-457 
spreadsheets. See workbooks and worksheets (Excel) 
squiggly green underlines, 242 
squiggly red underlines, 139 
stacked area charts, 436 
stacked column charts, 429, 431-432 
stacked objects, rearranging, 156-157 
Standard edition, 8 
Start Date for follow-up flags, 773 
Starter edition, 8, 30-32 
starting animations, 622 
statistical worksheet functions, 373 
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statistics for documents, 66 
status bar, 66, 67, 335-336 
Sticky Notes gadget, 699 
sticky-note comments, 53 
Stinson, Craig, 423 
stock charts, 438, 441 
Stop option (data validation), 477 
stopping 

animations, 622 

audio or video recording, 569 

bulleted or numbered lists, 500 
strikethough text, 508 

structured references in Excel tables, 389, 397 
stssync protocol, 880 
Style Inspector, 232 
styles. See also text formatting 

applying, 226-228, 335 

automatic update, enabling, 235 

basing on existing styles, 234 

character styles, 224 

copying between documents or templates, 233 

creating, 233-235 

defaults, setting, 232 

displaying, 232 

editing, 232 

Excel cell styles, 463-464 

Excel PivotTables, 414 

Excel tables, 388, 391-394 

Excel Web App missing support, 855 

following paragraphs, 234 

font color, 235 

fonts, 235 

formatting options, 235 

making global changes, 229 

names, 229 

Normal, 237 

OneNote text, 509 

OneNote Web App, 858 

paragraph styles, 224 

pictures, 167-168 

Quick Access Toolbar, 335 

Quick Style gallery, 226-228, 233 

recommended, 233 

replacing, 231 

restricting format changes, 230, 232 

Reveal Formatting option, 231-232 

shapes, 177-178 

SharePoint pages, 876 

storing. See templates 

Style Inspector, 232 

Word keyboard shortcuts, 228 

Word tables, 263-264 

Word Web App features, 854 
stylistic sets, 311-312 
stylus input, 506 



subfolders 

archiving, 800 

limiting search to, 743 

permissions, 844 

section groups as, 513 

SharePoint sites, 870-871 

Windows Live SkyDrive, 842 
subject searches, 748 
submenus, Quick Access Toolbar, 63 
subpages (OneNote), 491, 493, 515 
subscribing to feeds, 804, 882 
substitute fonts, 216 
subtasks, 554 

Subtle slide transitions option, 630 
SUBTOTAL function, 396, 404-405 
Subtotal rows (Excel), 405, 413 
subtracting shapes, 604 
Suggested Contacts folder, 813 
=SUM worksheet formula, 359 
summarizing data in Excel, 404-405 
summary alerts, 882 

Summary pages in OneNote searches, 541-542 
summary.aspx page, 849 
summing numbers, 359 
support options, 70-71. See also Help 
surface charts, 439 
swapping axes, 431 
Switch Windows tool, 335 
switching 

notebook pages, 513 

profiles, 692 

views, 53 

windows, 53, 73-74, 209, 335 

Word views, 196-197 
Symbol dialog box, 111-112, 200 
symbols. See special characters 
sync intervals, 562 
sync status, notebooks, 49, 564 
synchronization markers (OneNote), 570 
synchronizing 

audio or video with notes, 569 

files with SkyDrive, 851-852 

intervals for, 562 

notebook markers, 570 

notebook sync status, 49, 564 

notebooks, 530, 561-566 

Outlook data, 788-792 

Outlook data with SharePoint sites, 877-880 

SharePoint notifications and feeds, 880-883 

tag formats, 528 

Windows Live Hotmail, 792 

working offline and syncing later, 564-565 
synchronous scrolling, 74, 208, 289 
system environment information, returning, 375 
system requirements, 21-23 
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tab characters. See tabs (text) 

tab interface. See tabs (interface) 

table of contents features. See tables of contents 

table styles (Excel), 393, 855 

Table Styles gallery (Excel), 391-394 

tables 

Access tables, 416 

Excel tables. See tables (Excel) 

inserting, 53 

notebooks, 500-502 

PowerPoint, 857 

tools for, 54 

Word tables. See tables (Word) 
tables (Access), 416 
tables (Excel) 

adding rows or columns to chart data, 442 

converting lists to, 387-388 

creating and formatting, 387-389 

features of, 389 

filtering, 389, 401-404 

formatting with table styles, 391-394 

importing into SharePoint lists, 874 

resizing, expanding, or shrinking, 394-395 

sorting, 389, 398-400 

styles, 388 

total rows, 392, 395-396 

using as PivotTables, 395 
tables (OneNote), 500-502 
tables (PowerPoint), 857 
tables (Word) 

aligning text, 262 

AutoFitting, 255 

borders, 263 

captions, 270-271 

cells, 258, 259, 266 

columns, 255, 264-266 

converting text to, 253, 256-257 

copying formatting, 250 

creating, 253, 254-255 

deleting, 266, 268 

drawing, 253, 256 

empty grids, 253, 254-255 

erasing lines, 256 

fixed-width columns, 255 

form layout, 302 

formulas, 260-261 

galleries, 254, 258 

height, 264-266 

inserting, 266 

inserting Excel worksheets, 261 

keyboard shortcuts, 258 

layouts, 264-267 

line formatting and color, 256 

merging or splitting cells, 266 



navigating, 258 

numeric calculations, 260-261 

overview, 253, 261-262 

page breaks and, 267 

positioning, 267 

Quick Tables, 254, 258 

rotating text, 262 

rows, 255, 264-266 

selecting cells, 259 

selecting entire table, 259 

selecting multiple cells, 259 

selecting text within cells, 259 

shading, 263 

sorting data, 259-260 

splitting tables in two, 268 

styles, 263-264 

tab characters in, 259 

text wrapping options, 267 

Word Web App missing support, 855 
tables of contents (notebooks), 493 
tables of contents (Word documents), 273-275 
Tablet PCs, 506 
tabs (interface) 

arranging commands, groups, and tabs, 58-59, 60 

hiding, 838 

ribbon tabs, 59 
tabs (notebooks), 522 
tabs (text) 

indenting text, 200 

removing, 199 

setting, 198-200 

tab characters, 259 

tab delimiters, 417 
tabs (worksheets) 

color coding, 347 

finding quickly, 456 

viewing side-by-side, 455 
Tabular Form PivotTables, 414, 415 
tabular numbers, 311 
tags 

applying or removing, 525-526 

check box symbols, 525 

customizing, 526-528 

document metadata, 94 

elements of, 528 

finding tagged notes, 540-542 

limitations, 525 

notebook pages, 517, 523-530 

OneNote Web App, 858 

rearranging, 526 
Tags Summary pane, 524, 540-542 
taking notes, 558, 560, 574 
TAN worksheet function, 373 
TANH worksheet function, 373 
target frames for hyperlinks, 120 
Task dialog box, 555 
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Task Manager, 455 

tasks (OneNote), 548, 553-557 

tasks (Outlook) 

connecting OneNote and Outlook data, 506-507, 548, 
553-557 

connecting Outlook to SharePoint pages, 873, 877-880 

flagging items for list, 774-776 

importing and exporting, 792 

overview, 698 

search keywords, 751 

SharePoint alerts for updates, 880-882 

To-Do Bar display, 705 
team calendars, 878 
telephone numbers, 385, 463, 750 
templates 

applying, 235-236 

blogs, 318 

calendars, 47 

copying styles between, 233 

creating documents from, 47, 97-98 

downloading, 98 

modifying, 236-237 

Normal. dotm, 224 

notebook pages, 575 

overview, 224 

presentations, 594, 599, 600, 667, 669 

saving, 236-237 

SharePoint files, 863, 869, 872, 875 

specifying locations for, 99 

Word documents, 224-225 

Word forms, 301 

Word Web App missing support, 854 

workbooks, 479 
temporary folders for imported Outlook data, 796 
Temporary Internet Files folder, 819 
tentative meeting acceptance, 727, 781 
testing conditions in Excel, 444 
text 

in documents. See text (documents) 

effects, 11, 182-183 

e-mail, 731 

entering. See text entry 

finding and replacing, 136-138 

formatting. See text formatting 

importing, 416-418 

labels on Quick Access Toolbar, 63 

in notebooks. See text (notebooks) 

in presentations. See text (presentations) 

selecting, 108 

snippets, 502-504 

styles. See styles 

text boxes, 53, 54, 150, 151-152, 175-178 

text files. See text files 

text recognition, 574-575 

web pages, 503, 853 

in workbooks. See text (workbooks) 



text (documents) 

converting to WordArt, 182-183 

copying with the keyboard, 130 

deleting, 108-109 

formatting. See text formatting 

formatting in Word Web App, 854 

handwritten, converting to typed characters, 184 

indenting with tabs in Word documents, 200 

keyboard shortcuts, 109 

text-to-speech conversion, 337-338 

wrapping style, graphic objects, 154 
text (e-mail), 731 
text (notebooks) 

adding to pages, 497-498 

date and time stamps for, 498 

formatting notebook text, 508-509 

notebook text, 509 

OneNote Web App features, 858 

snippets, copying to OneNote, 502-504 

styles in notebooks, 509 

tagging in OneNote, 523-530 
text (presentations) 

animating, 626 

character formatting, 587, 608, 679-680 

editing, 593-595 

formatting, 587, 608, 679-680 

overlaying on video, 626 

placeholders in slides, 581, 593, 608 

recommended sizes, 594 
text (web pages) 

Silverlight plug-in and, 853 

web page text display, 503 
text (workbooks) 

converting to numbers, 372 

customizing formats in Excel, 460, 462-463 

filtering Excel tables by, 403 

limiting comments in Excel cells, 476 

manipulating and splitting in Excel, 467-468 

text worksheet functions, 370-372 

values in data series, 441 

worksheet cell formats, 384 
Text Box option for presentation slides, 593 
text boxes, 53, 54, 150, 151-152, 175-178. See also graphics 
text effects, 11, 182-183 
text entry 

ASCII character codes, 114-115 

AutoCorrect, 112-113 

boilerplate, 116-118 

hyperlinks, 119-120 

keyboard shortcuts, 112, 114 

mathematical equations, 120-123 

often-used blocks, 116-118 

overview, 107 

special characters, 110-112 

speech input, 109 

Unicode character codes, 114-115 
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text files 

.csv file format, 80, 257, 418, 425, 793 
in Excel, 80 
importing, 416 
in Outlook, 84 
in PowerPoint, 83 
in Word, 78 
text formatting. See also fonts; styles 
alignment, 125, 126 
all caps, 217 
borders, 307 
bulleted lists, 125 

character formatting, 124-125, 215-218, 587, 608, 679-680 
colors, 308 
copying, 128-129 
drop caps, 313 
Excel cells, 124 

filler text, generating, 338-339 
fills, 308, 309 

finding and replacing, 136-138 
font substitutes, 216 
fonts, 312 

formatting marks, 221, 336 
glow effects, 308 
gradients, 308 
hidden text, 217-218 
highlighting, 218 
keyboard shortcuts, 124, 126 
ligatures, 310, 312 
line color, 307 
line spacing, 125, 220 
line style, 307 
line weight, 307 
lining up numbers, 310-312 
with linked styles, 313-314 
notebook styles, 509 
notebook text, 508-509 
number alignment, 311 
number forms, 310-311 
number spacing, 311 
numbered lists, 125 
old-style numbers, 310-312 
paragraph formats, 125-126, 219-221 
paragraph marks, 221, 336 
paragraph spacing, 220, 221 
Plain Text format, 731 
presentation outline text, 587 
presentation slides, 587, 608, 679-680 
proportional numbers, 311 
reflections, 307-309 
ribbon tools for, 53 
rotating text, 125 
shadows, 307-309 
small caps, 217 

special effects, 11, 182-183, 309 
stylistic sets, 311-312 



tabular numbers, 311 

textures, 309 

Word keyboard shortcuts, 217, 220 

Word outlines, 307 

in Word Web App, 854 

WordArt, 309 
Text Highlight tool, 218 
Text Import Wizard, 416-418 
text messages, 784 
text recognition, 574-575 
text styles, 509 

TEXT worksheet function, 372 
text worksheet functions, 370-372 
text wrapping, 154, 163, 195, 237-240 
text-to-speech conversion, 337-338 
textures 

shapes, 177 

text, 182-183, 309 
theme (.thmx) file format, 656 
themes 

displaying names, 66 

e-mail messages, 809-810 

Excel tables, 391 

fonts, 127-128, 186 

galleries of, 55 

overriding, 185 

presentations, 611-612, 654, 656-657, 667 

removing, 229 

reusing, 656 

Word documents, 185, 186 
thesaurus tools, 53, 144-145 
32-bit edition vs. 64-bit, 22-23, 39 
.thmx file extension, 82, 656 
threaded discussions 

connecting Outlook to SharePoint pages, 877-880 

on SharePoint sites, 864 

viewing e-mail messages as, 755-756 
3-D graphic rotation, 167-168, 178 
thumbnail views 

displaying, 46 

navigating, 204 

Picture libraries (SharePoint), 869 
.tif file extension, 83 
tiled windows, 455 
time zone coordination, 810-812 
timelines, 553-557 
times. See also dates 

appointments and meetings, 726 

audio or video recording time stamps, 570 

converting text to time values, 370 

as data types, 476 

date serial numbers, 368 

Excel formats for, 381-382, 460, 461-463 

filtering Excel tables by, 402-403 

inserting in Word documents, 202-203 

notebook date and time stamps, 498, 517, 566 
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times, continued 

on OneNote screen captures, 504 

Outlook calendars, 727 

recording elapsed time, 461 

returning current time in Excel, 369-370 

selecting in Word forms, 303, 306 

sorting in Excel, 400 

time serial numbers, 369 

timeline management, 553-557 

today's date in Excel, 352, 369 

worksheet functions for, 368-370 
timesheets for elapsed time, 461 
TIMEVALUE worksheet function, 370 
timing 

rehearsing slide shows, 631-632 

slide animations, 622-624, 627 

transition effects for slides, 631 
tinting pictures, 166-167 
tinyurl.com, 849 

Title And Content slide layout, 583 
Title Only slide layout, 583 
Title slide layout, 583 
titles 

charts, 424 

contacts, 718 

documents, 94 

notebook pages, 517-518 

presentation slides, 660 
To Do tags, 523 

To-Do Bar, 701, 705-706, 771-772, 775 
Tools menu, 94 
Tools ribbon tab, 54 
top, moving to, 514 

Top Ten conditional formatting, 446-447 
Top Ten filtering, 403 
total rows (Excel), 392, 395-396 
totaling numbers 

PivotTables, 390, 413 

SUBTOTAL function, 404-405 

total rows, 392, 395-396 
touch-enabled PCs, 506 
tracking changes. See change tracking 
transitions between slides, 588-589, 629-631, 856 
Transitions gallery, 629 
transposing data in Excel, 466 
trial edition, upgrading from, 32 
triggering 

animations in slides, 625-626 

conditional formatting, 449 

e-mail rules, 764 
trigonometry worksheet functions, 373-374 
Trim Video option, PowerPoint, 606 
TRIM worksheet function, 371 
troubleshooting 

clipping text or graphics, 221 

cropping graphics, 238 

CSV files, converting to tables, 257 



Excel conditional formatting, 449 

Excel data series values, 441 

Excel date arithmetic format problems, 370 

Excel dates are off by four years, 368 

Excel History worksheet, 830 

Excel invalid data, 478 

Excel invalid functions, 365 

Excel PivotTable sorting, 412 

Excel table fonts and colors are odd, 394 

Excel tracked changes, 829 

Exchange server sync restrictions in Outlook, 791 

Flag option restrictions for IMAP accounts, 772 

grouped objects won't ungroup, 162 

IMAP folders missing from Navigation pane, 740 

links to deleted OneNote pages, 551 

Microsoft Office Compatibility Pack, 88 

OneNote searches, 536 

OneNote shared notebooks, 564, 834 

OneNote web page display, 503 

opening files in Protected View, 819 

Outlook broken e-mail conversations, 757, 758 

Outlook data file damaged, 813 

Outlook linked tasks, 556 

Outlook RSS feeds, 806 

picture edits disappeared, 171 

PowerPoint animation, 621 

PowerPoint broadcast presentations, 653 

PowerPoint slide comments disappeared, 662 

product keys, 37 

Q drive errors, 28 

Quick Steps disappearance, 759 

ruler issues, 452 

SkyDrive folder type is wrong, 850 

uploading multiple files, 843 

Windows Live Hotmail, 738 

Word blogging, 316, 317 

Word text-to-table conversions, 257 

Word Web App display, 854 
TRUE results in data validation, 476 
TrueType fonts, 679 
Trust Center dialog box, 823-826 
Tufte, Edward, 423 
Two Content slide layout, 583 
.txt file extension, 78, 80, 83, 84 

u 

unavailable servers, 851 

UNC shares, 562 

unchecked items in OneNote, 540 

underlined text, 508, 828 

underscore character (_), 463 

undocking OneNote window, 559 

undoing changes 

AutoCorrect, 118 

editing text, 115-116 

pictures, 170-171 



watermarks 931 



Unfiled Notes feature, 542-543, 574 
unfreezing worksheet panes, 457 
ungrouping 

clip art for animation, 624 

PivotTable data, 412-413 
unhiding rows and columns, 454 
Unicode characters, 114-115, 400 
uninstalling Office, 33 
uniting shapes, 604 
units of measure 

converting with worksheet functions, 374 

for graphic objects, 160 
unlinking. See breaking 
UnMHT add-on, 567 
Unread Mail search folder, 763 
unsafe locations, 819 
updating. See also upgrading Office 

checking for Office updates, 38-39 

external data sources (Excel Web App), 856 

notifications and feeds, 880-883 

read-only file copies with changes, 833 

SharePoint file notifications, 867 

update settings, 39 

worksheets with collaborative edits, 834 

worksheets with external references, 480 
upgrading Office, 19, 30-34. See also installing Office 
Upload Manager, 851-852 
Upload Pending message, 851 
uploading 

changes to SkyDrive files, 851-852 

files instead of e-mailing, 821 

files to SharePoint libraries, 870-871 

files to SkyDrive, 843 

multiple files, 843 

pictures to SharePoint libraries, 869 
UPPER worksheet function, 371 
URLs (uniform resource locators) 

capturing screens and URLs from web pages, 504 

paths for Office Web Apps, 839 

SharePoint files, 864 

shortening service for, 652, 849 

SkyDrive files and folders, 849 

understanding Windows Live SkyDrive, 849 
user information, 27 
user names, 826 
user profiles, 529 
users accounts on SharePoint, 861 



VALUE worksheet function, 372 
values (cells) 

color representations, 447 

copying, 465 

data bars, 445 

data validation, 475 

testing conditions, 444 

top or bottom ten percent, 446-447 

VALUE worksheet function, 372 
.vbs files, 820-821 

vCard format for sharing contacts, 782, 784 
.vcf file extension, 84, 782 
.vcs file extension, 84 
version control (files) 

checking files in or out from SharePoint, 865-867 

documents, 46 

notebooks, 572-573 

SharePoint libraries, 869, 872 

SharePoint pages, 876 
versions of Office files, Protected View and, 819 
video clips 

converting presentations to, 595, 650, 673-674 

exporting from OneNote, 570 

hiding after playing, 625 

OneNote Web App missing features, 858 

PowerPoint Web App features, 857 

as presentation broadcast method, 650 

in presentations, 605-607, 625-626 

recording in OneNote files, 569-572 

Windows DVD Maker, 673 
View button, 91 
View ribbon tab, 53 
Viewers group, 863 
viewing. See also specific views 

document properties, 100-101 

full pages in OneNote, 521 

magnifying view in Excel, 453 

Outlook options, 700-707, 753-757 

side by side, 74, 455 

switching between views, 53 

synchronous scrolling, 74, 208, 289 
virtual OneNote printouts, 507-508 
virtual printers, 48 
viruses, 818, 820 
visibility of graphic objects, 153 
Visual Basic, 53 
visualizing data with charts, 421-423 



validating 

data in Excel, 474-478 

Office installations, 35-37 
validation rules, 474-478 
Value Field Settings dialog box, 408-409 



w 

warnings 

customizing, 478 
Excel data validation, 477 
external Excel references, 480 
watermarks, 222 
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the web 

calendar sharing via, 786 

cloud-based storage, 837 

installing Office from, 24, 27-30, 35, 38 

Internet-standard mail servers, 710 

Protected View and, 819 

saving files to, 48 

SharePoint, 859 

sharing calendars on, 785 

sharing notebooks on, 561 

synchronizing notebooks over, 562 
web addresses (URLs). See URLs (uniform resource locators) 
Web Apps. See Office Web Apps 
web-based calendars, 786 
web-based e-mail services, 714-715, 757, 786. See also 

Windows Live Hotmail 
web-based files in Protected View, 819 
web-based storage. See Windows Live SkyDrive 
web browsers. See browsers; specific browsers 
Web Layout view (Word), 195 
web options for saving files, 94 
web pages. See also wiki pages 

copying to OneNote, 502-504 

creating with SharePoint, 875-877 

creating with wiki links, 869 

hyperlinks to, 119-120 

linking to OneNote, 531, 557 

SharePoint Designer tool, 877 

SharePoint site design, 864 

Silverlight plug-in and, 853 

text display in OneNote, 503 

URLs on screen captures, 504 

wiki pages, 869 
Web Parts, 876 
Web Query File format, 874 

webmail, 714-715, 757, 786. See also Windows Live Hotmail 
websites. See also blogs; wiki pages 

child sites, 863 

creating SharePoint sites, 863-864 

customizing, 868-877 

document libraries, 869 

exploring SharePoint sites, 861-863 

file management, 870-871 

form libraries, 869 

picture libraries, 869 

SharePoint libraries, 869-872 

SharePoint overview, 859 

templates, 863 

wiki libraries, 869 
Week view in calendar, 725 
weekly alerts, 882 
weeks 

searching by, 747 

Week view in calendar, 725 

weekly alerts, 882 
widescreen format, 609-610, 706 



wiki pages 

creating new pages with links, 869 

notebook page links, 533 

Wiki Page libraries (SharePoint), 864, 869 
wildcard characters, 211 
window management 

arranging windows, 73-74, 208 

comparing window contents, 73-74 

Excel worksheets, 454-456 

keyboard shortcuts, 209 

opening new windows, 208 

restoring window positions, 208 

side-by-side viewing, 74, 208 

split windows, restoring, 209 

splitting current window, 208, 209 

splitting, freezing, or locking panes, 456-457 

switching windows, 73-74, 209, 335 

synchronous scrolling, 74, 208 

Word Web App features, 854-855 

zooming, 196-197 
Windows 7, 546, 641, 673, 699, 741 
Windows DVD Maker, 673 
Windows Explorer, 848 

Windows Live Folders. See Windows Live SkyDrive 
Windows Live Hotmail 

calendar sharing via, 786 

connecting to Outlook, 714-715, 736 

meeting request features, 781 

synchronizing e-mail, 792 

troubleshooting availability, 738 
Windows Live ID 

disabling for file viewing, 847 

sharing calendars, 786 

sharing files on SkyDrive, 850 

SkyDrive permissions and, 845 

URL display and, 849 

viewing broadcast presentations, 649 

viewing SkyDrive files, 846 
Windows Live SkyDrive 

accounts, 842, 843 

attached files in OneNote and, 507 

copying notebooks to, 566 

editing files with Office Web Apps, 837 

folder types, 842-843 

managing files and folders, 848-850 

Office Web Apps and, 841 

permissions, 844-846 

private folders, 846 

saving files to, 850-851 

sharing folders and files, 299-300, 847-848 

sharing notebooks on, 493, 562 

synchronizing files with, 851-852 

understanding URLs, 849 

uploading files, 821, 843 
Windows Live Sync, 530 
Windows Media Audio Voice, 571 
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Windows Media Video, 571, 605 

Windows registry, caution against editing, 692 

Windows Search, 103, 491, 534, 741, 747 

Windows Server 2008, 860 

Windows SharePoint Services, 860 

Windows Vista, 546, 641, 673, 741, 793 

Windows XR 103, 534, 741, 793 

wizards 

Import And Export Wizard, 792-793 

Mail Merge Wizard, 320-322 

Office Settings Backup Wizard, 41 

Rules Wizard, 765 

Save My Settings wizard, 40 

Text Import Wizard, 416-418 
.wmf file extension, 83 
.wmv file extension, 83 
Word. See also documents (Word); forms (Word) 

blogging with. See blogs 

building blocks. See building blocks (Word documents) 

converting outlines into PowerPoint presentations, 597-599 

desktop publishing, 10-11 

document recovery, 11 

documents. See documents (Word) 

editing PowerPoint handouts in, 646 

file formats supported, 77-78 

mass mailings. See mail merge 

MHTML support, 567 

Navigation pane, 10 

opening from Office Web Apps, 840 

resetting to default options, 337 

restoring draft versions, 11 

rolling back changes, 11 

search capabilities, 10 

SharePoint site file sharing, 864-868 

text effects, 11 

Word Web App, 838, 840, 854-855 
word count, 66 
Word Viewer, 567 

Word Web App, 838-839, 853, 854-855 
WordArt, 150, 151-152, 182-183, 309. See also graphics 
word-wheel search in Outlook, 742 
Work Week view in calendar, 724-725 
Workbook Connections dialog box, 418 
workbooks and worksheets (Excel) 

arranging windows for, 454-456 

Backstage view of SkyDrive folders, 850 

borders, 458-459 

cells. See cells (Excel) 

charts, 423 

commenting in, 827 

constants, naming, 349 

copying and moving data, 465 

copying cell contents or formats, 355 

copying worksheets, 347 

creating in SkyDrive folders, 844 

creating workbooks, 47 



creating worksheets, 346 

current sheet name, 346 

customizing views of, 451-457 

data validation, 474-478 

default formatting, 478-479 

default number of worksheets, 345, 479 

deleting worksheets, 346 

Document libraries (SharePoint), 869 

dragging fill handles, 354-355 

editing conflicts in, 834 

editing in browsers, 840-841 

editing with Office Web Apps, 838 

End Mode, 351-352 

entering today's date, 352 

Excel Web App features, 855-856 

extending cell ranges, 353-354 

filling cell ranges, 352-356 

finding and editing data, 465 

font defaults, setting, 67 

formatting, 458-464 

grouping worksheets, 467 

hiding rows and columns, 453-454 

hiding worksheets, 347 

History worksheet, 830 

importing into SharePoint lists, 873-875 

inserting in Word documents, 260-261 

jumping to specific cells, 349 

linking with external references, 480 

moving worksheets, 347 

multiple worksheets, advantages of, 344 

navigation keyboard shortcuts, 350-351 

opening from Office Web Apps, 840 

opening from SkyDrive folders, 851 

pasting data into multiple worksheets, 466-467 

PivotTables, 406 

printing, 468-473 

problems sharing on SharePoint sites, 835 

Protected View disabled features, 818-820 

regions, definition, 348 

removing personal information, 821-822 

saving to SkyDrive, 850-851 

selecting data, 349, 351 

shared workbooks, 829 

SharePoint alerts for updates, 880-882 

sharing in SharePoint sites, 864-868 

simultaneous editing, 832-835 

splitting, freezing, or locking panes, 456-457 

synchronizing with SkyDrive, 851-852 

tables, 344 

tracking changes, 828-831 

updating with collaborative edits, 834 

worksheets defined, 344 

zooming view of, 453 
WORKDAY worksheet function, 370 
workgroup collaboration. See collaborating on Office files 
working offline, 564 
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.wpd file extension, 78, 83 

.wps file extension, 78, 83 

wrap points, 239 

wrapping text around graphics, 154, 163, 195, 237-240 

wrapping text in tables, 267 

writing, 54, 504-506 



{XE} field code, 275-276 

.xla file extension, 79 

.xlam file extension, 79 

.xlm file extension, 79 

.xls file extension, 79, 820 

.xlsb file extension, 79 

.xlsm file extension, 79 

XLStart folder, 479 

.xlsx file extension, 79 

.xlt file extension, 79 

.xltm file extension, 79 

.xltx file extension, 79 

.xlw file extension, 79 

XML editors, 869 

.xml file extension, 78, 80, 83 

XML Paper Specification (XPS), 48, 568 

XPS (XML Paper Specification), 48, 568 

XPS Document Writer, 48 

.xps file extension, 78, 80, 81, 83 

XY (scatter) charts, 437, 440, 441 



Yahoo Mail, 715 

YEAR worksheet function, 369 

years 

custom Excel formats, 462 
filtering Excel tables by, 402-403 
searching by 747 
YEAR worksheet function, 369 
yellow Protected View messages, 819 



zero values, 460 

ZIP archive files, 821 

ZIP codes, 385 

Zoom dialog box, 453 

Zoom entrance slide animation effect, 619 

Zoom slider, 453 

zooming views 

in Excel, 453 

in OneNote, 510 

from the ribbon, 53 

in Word, 196-197 
Z-order of stacked objects, 156-157 
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